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About This Training Guide

TRAINING GUIDE DESCRIPTION

The General Accounting area in AFIS allows for processing internal accounting transactions and other
miscellaneous transactions not processed by other functional areas. This training guide provides an
overview of the General Accounting processes, controls, and documents used in AFIS. General
Accounting documents are used to:

= Transfer, reimburse, adjust, or correct balances by moving expense, revenue, or balance sheet
funds.

= (Create year-end adjustments or accruals.

= Record internal transfers between state agencies, often in the form of expense or revenue with
cash offsets.

The training guide also covers the decentralized Chart of Accounts (COA) elements that are maintained
at the department level and the steps required to create new decentralized COA codes.

TRAINING GUIDE OBJECTIVES

In this training guide, you will:

= Review the navigation of AFIS using tables, documents, and queries

= Examine the General Accounting features and processes

= |dentify the General Accounting query pages and their uses

= |dentify and create the documents used to process internal transactions
= Manage the Decentralized Chart of Accounts element codes

= Examine Budget Fiscal Year Staging processes

= |dentify Batch Job processes and their uses
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Table 1 includes key terms and definitions specific to this guide.

Table 1: Terminology

Term

Description

Accounting Journal

The primary record of all accounting transactions within AFIS.

Accounting Template
(ACTPL)

A predefined set of elements that can be inferred to a document
accounting line as a soft inference, meaning accounting elements may
still be entered on a transaction that are not overwritten by elements
defined on the Accounting Template.

AFIS

Stands for Arizona Financial Information System. A web-based
application for the State’s Financial Management.

Chart of Accounts

An account structure to classify financial information which captures
the dimensional structure for documenting and reporting on budget
data.

Copy Forward

Feature that enables a user to copy pertinent information from a
finalized existing document into a new Document Type whose purpose
is to reference or liquidate the source document.

Document

A single form that collects information designed to ease data entry as
well as to consolidate pertinent information for approval and query
purposes.

Document Template

A template that shares the same structure and data entry fields as a
real document, but cannot process data.

Document Transaction

A process used to record financial information and administrative
events into AFIS, such as the intent to purchase goods from a specific
vendor.

Event Type (ETYP)

Identifies and records the type of financial activity for an accounting
line of a document. For all accounting based documents, and certain
non-accounting documents, every accounting line must have an Event
Type. You can either enter the Event Type or use the default provided
by the system.

Function

A predefined set of elements that can be inferred to a document
accounting line as a hard inference overwriting any existing accounting
elements and unchangeable once inferred.

Intra-Agency

A transaction that takes place within a department it is called an Intra-
Agency transaction.

Inter-Agency

A transaction that takes place between departments it is called an
Inter-Agency transaction.

Journal

A historical record of processed data that is stored by document in
order of processing.

Posting Code (PSCD)

A code associated with instructions that tell AFIS what debits and
credits to create against a given budget. Debits and credits post to
various accounting journals and ledgers (summaries of journals) for
tracking purposes and reporting.
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LIST OF ACRONYMS

Table 2 lists the acronyms used in this training guide.

Table 2: List of Acronyms

Acronym Definition

ABS Accounting Based Spending

ACTPL Accounting Template

ACTV Activity table

APD Accounting Period

BBALD Inception-to-Date (ITD) Balance Sheet Detail
BBALFY Fiscal Year (FY) Balance Sheet Details

BBALS Inception-to-Date (ITD) Balance Sheet Summary
BFY Budget Fiscal Year

BSA Balance Sheet Account

CBALDQ Cash Balance Detail Query

CBALPQ Cash Balance Pool Query

CBALSQ Cash Balance Summary Query

COA Chart of Accounts

DOBJ Department Object table

DRSRC Department Revenue Source table

ERQ Event Requirements table

ESUM Expense Summary query page

ETYP Event Type

FBALDQ Fund Balance Detail Query

FBALSQ Fund Balance Summary Query

FUNC Function table

FUNCINF Function Inference

FY Fiscal Year

GAO General Accounting Office

IET Internal Exchange Transaction

IETRE Residual Equity

IETWO Work Order

IETBS Balance Sheet

ITEOP Operating Transfer

IETTRI Real Estate

IETAT Automated Transfer (Accounting Template) (Revenue)
[ETUT Use Tax Transfers (Accounting Template) (Revenue)
IPO Internal Purchase Order

ITA Internal Transaction Agreement

ITARE Internal Transaction Agreement - Residual Equity
ITAOP Internal Transaction Agreement - Operating Transfer
ITATRI Internal Transaction Agreement - Real Estate
ITABS Internal Transaction Agreement - Balance Sheet
ITAWO Internal Transaction Agreement - Work Order
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Acronym Definition

ITD Inception-to-Date

ITI Internal Transaction Initiator

ITIRE Internal Transaction Initiator - Residual Equity

ITIOP Internal Transaction Initiator - Operating Transfer

ITITRI Internal Transaction Initiator - Real Estate

ITIBS Internal Transaction Initiator - Balance Sheet

ITIDT Internal Transaction Initiator - Department of Transportation (copy forward to
ITA)

IDIAD Internal Transaction Initiator - Department of Administration (copy forward to
ITA)

ITIWO Internal Transaction Initiator - Work Order

JBUD Budget Journal

JCASH Cash Journal

JACTG Accounting Journal

I\ Journal Voucher

JVA Advanced Journal Voucher

LOC Location table

PSCD Posting Code

TASK Task table
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1. NAVIGATION REFRESHER

Learning Objectives

In this lesson, you will:

= Review the basic access and navigation of a reference table using Page Search
= Review the basic access and navigation of a document using the Document Catalog

= Review the basic access and navigation of a query page using the Jump to command

Lesson Overview

As with any software, it is important that users understand how to navigate through various menus and
features in order to complete tasks efficiently and accurately. AFIS uses a Web interface to display the
types of application pages used to process financial information. This lesson reviews the navigation of
AFIS as it pertains to General Accounting processes by looking at reference tables, documents and
gueries used throughout this training guide. Understanding how to use these three types of pages is
important, because it makes it easier for users to search for a particular type of page and navigate
between them. Pages are referred to in two different ways, the Page Description and the Page Code.
AFIS uses a Web interface to display the types of application pages, which are described below.

1.1. Navigation Review: Reference Table

Reference tables are used to store information within the system. The information in some of these
reference tables can be created and modified by anyone with the required security permissions. All

reference tables can be accessed via the Jump to command in the Primary Navigation Panel or Page
Search in the Secondary Navigation Panel. This topic examines the process of accessing the Function
(FUNC) reference table.

Activity 1.1
Navigate to the Function Reference Table

Scenario
You want to review the navigation features in AFIS. Use Page Search to locate the Function (FUNC)
reference table.

Setup
v User is logged into the AFIS Home Page.




Steps

A. Navigate using Page Search.

1. Inthe Secondary Navigation Panel on the left, click Search.

@ AFIS

Welcome, Student 7
Training - Financial
Message Center
[E Search
Page Search
[# Document Catalog
Report Search
[# History
[+ Favorites

[ Administration

2. Click Page Search.

3. Inthe Page Code field, type FUNC.

4. Click Browse.

< AFIS

Welcome, Student 7

Training - Financial

Page Search

= Message Center
[ Search
Page Search
[+ Document Catalog
Report Search
[# History

[+ Favorites

[+ Administration

Category :

Page Type : ﬂ
Description :
Page Code : FUNC*

Browse Clear

Description Page Code
+ Function FUNC
Function Inference FUNCINF
First Prev Next Last

10
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5. Inthe list of reference tables that appears below the search fields, click the Function link.

WAFIS Jump to: 3|ﬂ @ Home f’ Personalize @Accessibihty lg App Help ‘( About

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Welcome, Student 7
Training - Financial Function

Message Center Menu
=] Search
Page Search Fiscal Year Department Function Name Active Effective From Effective To
[ Document Catalog v 2014 ABA 48030 PS, ERE & OTHER OPERATING Yes
RS 2014 ADA 1234567890 FINANCE AND PLANNING Yes
2014 ADA 46030 PS, ERE & OTHER OPERATING Yes
H History 2014 ADA ASET3A03 FINANCE AND PLANNING Yes
[ Favorites 2014 DEA FAZ1 Function Arizonal Yes

[ Administration First Prev Next Last

Save Undo Delete Insert Copy Paste Search '.

w General Information

“Fiscal Year: 5014 g Effective From : B
“Department : zgpa g Effective To : |}
*Function : 45030 Active :
“Name : PS, ERE & OTHER OPE Budgeting :
“Short Name : Operating Description :
Contact Code : g
» Rollups
» Extended Description v

B. Navigate using the Search tool within a table.

1. Click the Search link that is below the reference table.
2. Inthe Search window, in the Fiscal Year field, enter the current fiscal year.

3. Inthe Department field, enter the data from your student data card.

Fiscal Year: 2015 2
Department : 107 &
Function :

Ok Clear Cancel

4. Click Ok.

Explore the Function table.

1. Select the line for the Function in the grid. The scalar shows the details of the selected
Function code.

2. Inthe scalar, click Rollups to expand the section.

11
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3. Click Extended Description to expand the section.

WAFIS Jump to: i@ f;ﬂHcme &Persouahze @) Accessibility  [g] AppHelp <, About D

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

- Financial Function

Message Center

Menu

[ Search
Page Search Fiscal Year Department Function Name Active Effective From Effective To
& Document Catalog v 2015 107 1075205 Student7 Yes
First Prev Next Last
Report Search
N Save Undo Delete Insert Copy Paste Search @R
[ History
& Favorites + General Information
& Administration “Fiscal Year : 545 & Effective From : B
“Department : 57 o Effective To : B
“Function : 1075205 Active :
{ “Name : Student 7 Budgeting :
“Short Name : Student 7 Description :
4| Contact Code : 2
« Rollups

Function Class :
Function Category :
Function Type :

5|55

Function Group :

w Extended Description

Extended Description

Top
Populate for All Departments

4. Click Home in the Primary Navigation Panel to return to the Home Page.

1.2. Navigation Review: Document

The information stored in reference tables gets updated by documents. Some documents update the
information on multiple tables. The Document Catalog is used to create documents and to search for
documents based on Code, Department, Unit, or ID. It can also be searched by User Information using
User ID (created by) and Date (created on) fields, as well as by Document State using Function, Phase or
Status fields. This topic will review the process of using the Document Catalog to locate an Internal
Exchange Transaction (IET) document.

AcTiviTy 1.2
Navigate to an Internal Exchange Transaction Document

Scenario
You want to review the navigation features in AFIS. Use the Document Catalog to find an Internal
Exchange Transaction (IET) document.

12
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Setup
v" User is logged into the AFIS Home Page.

Steps
A. Navigate using the Document Catalog.
1. From the Secondary Navigation Panel on the left, click Search.
2. Click Document Catalog.
S AFIS Jumpto #[co] @ Home Y Personalize ) Accessiiity [ AppHelp . About

Procurement | Budgeting | Accounts Receivable = Accounts Payable

Welcome, Student 7

Training - Financial Document Catalog

Message Center

Create sk
[l Search
Page Search ¥ Document Identifier
[ Document Catalog Codel. g Unit :
Dept. : ID:
Report Search
[ History b User Information
7 Faverites » Document State

[ Administration
Browse Clear

Action Menu

Open Validate Submit Copy

4 Code Dept. Unit ID Comments Version Function Phase Status Date UserID Amount Active

First Prev Next Last

Menu

In the Code field, enter IET.

3
4. Inthe Dept. field, enter the data from your student data card.
5. Inthe ID field, enter S*.

6

Click Browse.

Document Catalog

Create bk

¥ Document Identifier
Code : g7 g Unit :
Dept. : 107 ID: g*

» User Information

P Document State

Browse Clear

Open Validate Submit Copy

Code Dept. Unit D Comments Version Function Phase Status Date UseriD Amount Active
[1I1ET 107 STUDENT 7 No 1 New Final Submitted 10/7/14 sa $4,999.00 Yes

First Prev Next Last

Menu

7. In the list of documents, in the first row, click the ID link for the document.

13
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Explore the Internal Exchange Transaction document Header component.

1. Observe the fields on the General Information tab.

GAFIS

Welcome, Student 7
Internal Exchange Transaction(IET) Dept: 107

ID: STUDENT7 Ver.: 1

Jump to: 3\@ @ Home ﬁ’ Personalize @Acceﬁsfbil\ty IﬂApp Help (’e About @

[ILIE DTG RV | 15t Party Information | Extended Description | Document Information

Procurement | Budgeting | Accounts Receivable

Accounts Payable

Document Name: Document name

Initiator: Provider/Seller

Delivery Date: B
Record Date: 10/07/2014 [
Additional Information:
Budget FY: 2015
Fiscal Year: 2015
Period: 4
D Descripti thing
I+
Actual Amount: $4,999.00

E Details Total Lines: 1 Line Number: 1 Vendor Cu . Legal Name: &3]
2nd Party Accounting Total Lines: 1 Line Number: 1 Line Amount: $4,999.00
Posting Total Lines: 2 Posting Line: 1 =

[ Edit | [ Copy ‘ (% Copy Forward ‘

[3¢ Discard |

& Print | | Processing~ | Workflows | | Filex | | 3 Close |

2. Click the 1** Party Information tab.

GAFIS

Welcome, Student 7

Jump to: 3|@ @Home f’ Personalize @Accessfbility IﬂApp Help f" About @

Procurement | Budgeting | Accounts Receivable = Accounts Payable

Internal Exchange Transaction(IET) | Dept: 107 ID: STUDENT 7 Ver.: 1
_ﬂ
Extended Description || Document Information
Vendor/Customer: 4| Vendor Contact ID: 4|
Legal Name: Principal Contact:
Alias/DBA: Ehone:
Address Code: $| Phone Extension:
Address Line 1: fax:
Address Line 2: FaxExienzion:
N City: Email Address:
State: Web Address http:/i:
Zip:
Country:
County: $|
v
E Details Total Lines: 1 Line Number: 1 Vendor C - Legal Name: o]
2nd Party Accounting Total Lines: 1 Line Number: 1 Line Amount: $4,999.00
Posting Total Lines: 2 Posting Line: 1 ]
[J] Edit ‘ [ Copy | [% Copy Forward ‘ [$¢ Discard ‘ & Print | | Processing= | | Workflows ‘ E E3 Close ‘
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3. Click the Extended Description tab.

MAF'S Jump to: 3\@ @ Home ﬁpersuna\ize @Accessibil\ty EApp Help f’ About @

Procurement | Budgeting Accounts Receivable | Accounts Payable

Welcome, Student 7

Internal Exchange Transaction(IET) Dept: 107 ID: STUDENT 7 Ver.: 1 Function: New Phase: Final odified b
General Information | 1st Party Information Q3SELLELEEY 0 Ll Document Information
Extended Description:
P
Exchange Details Total Lines: 1 Line Number: 1 Vendor Ci 3 Legal Name: 3]
2nd Party Accounting Total Lines: 1  Line Number: 1 Line Amount: $4,999.00
Posting Total Lines: 2 Posting Line: 1 H
[ Edit ‘ [ Copy ‘ (¥ Copy Forward ‘ [3¢ Discard ‘ & Print | Processing= | Workflows ‘ Filew Close ‘

4. Click the Document Information tab.

WAFIS Jump to: g‘@ @Home fljersuna\ize @Accessibillty EApp Help ‘\” About @

Welcome, Student 7 Procurement Budgeting Accounts Receivable | Accounts Payable

ID: STUDENT 7  Ver.: 1

Internal Exchange Transaction(IET) | Dept: 107

= List View

General Information | 1st Party Information | Extended Description el il Gt n

Created By: sa

Created On: 10/07/2014
Modified By: sa
Modified On: 10/07/2014

Exchange Details Total Lines: 1 Line Number: 1 Vendor Customer: Legal Name: &3]

2nd Party Accounting Total Lines: 1 Line Number: 1 Line Amount: $4,999.00
Posting Total Lines: 2 Posting Line: 1 &3]

[} Edit ‘ [ Copy | [¥% Copy Forward ‘ [$ Discard | & Print ‘ Processingw | | Workflows ‘ Filew Close ‘

C. Explore the other components of the document.

15
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1. Click the Open Document Navigator arrow on the left of the screen to open the Document

Navigator Panel.

MAF'S Jump to: 3|ﬂ @Hcme f’ Personalize @Accesswbillty IEApp Help T‘ About E

Welcome, Student 7 Procurement | Budgeting Accounts Receivable | Accounts Payable

Internal Exchange Transaction(lET) | Dept: 107 ID: STUDENT 7 Ver.: 1
Document Navigator

Header

Exchange Details

2nd Party Accounting General Information | 1st Party Information | Extended Description

Posting Created By: sa

Created On: 10/07/2014
Modified By: sa
Modified On: 10/07/2014

Excl Details Total Lines: 1 Line = 1 Vendor Ct 3 Legal Name: ]
2nd Party Accounting Total Lines: 1  Line Number: 1 Line Amount: $4,999.00
Posting Total Lines: 2 Posting Line: 1 2]

[4 Edit ‘ ¥ Copy ‘ (¥ Copy Forward ‘ [3¢ Discard | & Print | | Processingw | Workflows | Filer | E3 Close|

2. Click Exchange Details in the Document Navigator Panel.
3. Observe the General Information tab.

MAF'S Jump to: 3|ﬂ @Home &9 Personalize @Accesswbillty Iﬂ App Help f‘ About E

Welcome, Student 7 Procurement | Budgeting Accounts Receivable | Accounts Payable

Internal Exchange Transaction(lET) | Dept: 107 ID: STUDENT7 Ver.: 1

Document Navigator

Header
- Line Number Vendor Customer Legal Name Line Amount Event Type
Exchange Details
1 $4,999.00 INO6
2nd Party Accounting
From 1 fo 1 Total: 1 Go to line Go
Posting |:| J

List View
[ef-L B 1R YL 2nd Party Information || 1st Party Reference | 1st Party Fund Accounting || 1st Party Detail Accounting ﬂ

1st Party Service Dates

Event Type: INOG & Bank: BKO1 &
Accounting Template: 4
Line Amount: $4 999 .00

Calculated Amount:  $4 999 00

[/} Edit| [ (3 Copy || 5 Gopy Forward | [3 Discard | & Print | | Processing~ | | Workflow~ | | Filex Close |
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4. In the Document Navigator Panel, click 2™ Party Accounting.

Jump to:

<AFIS

Welcome, Student 7

Procurement | Budgeting Accounts Receivable

3|ﬂ @Home é’-"Pefsuﬂahze @ACCSSS\[}IHW EAppHelp f’ About

Accounts Payable

Internal Exchange Transaction(lET) | Dept: 107 ID: STUDENT7 Ver.: 1 Function: New Phase: Final
Document Navigator
Header
B Line Number Line Amount Event Type
Exchange Details
P 1 $4,999.00 INO6
nd Party Accounting
From 1 fo 1 Total: 1 Go to line: Go
Posting DJ
= List View
[cCUETEINDTGT B | References | Fund Accounting | Detail Accounting | Service Dates ﬂ
Event Type: IN0G6 Budget FY: 2015
Accounting Template: g\ Fiscal Year: 2015
Line Description: line 1 Period: 4
Bank: BKO1 3|
. Billing Profile:
Line Amount: $4 999.00
. AR Dept:
PY Accrual/Clearing %:
AR Unit:
Central Statement
BPRO:
[/ Edit | [ Copy ‘ (% Copy Forward | [$ Discard ‘ & Print ‘ Processing~ | | Workflow= ‘ Filew | B3 Close ‘

5. Inthe 2™ Party Accounting component, click the Fund Accounting tab.

<AFIS

Welcome, Student 7
Internal Exchange Transaction(IET) Dept: 107

Jump to

Procurement | Budgeting | Accounts Receivable

ID: STUDENT7 Ver.: 1

Document Navigator

Header

g\@ @Home f’?ersonahze @Accesswbihty | AppHelp . About

Accounts Payable

B Line Number Line Amount Event Type
Exchange Details
P 1 $4,999.00 INO6
nd Party Accounting
From 1 fo 1 Total: 1 Go to line: Go
Posting l:lJ
List View
General Information | References EFTLISWEXSIILI0 [l Detail Accounting | Service Dates ﬂ
Fund: 1000 Object: 7599 3| OBSA: £|
& Sub Object: & Sub OBSA: &
Sub Fund: @
000 pA| Revenue: @ Dept Object: 1234 4|
Department:
= GFA & Sub Revenue: & Dept Revenue: &
Unit:
nit: 2C02 ﬁl BSA: g|
Sub Unit:
& Sub BSA: &
Appr Unit:  GFg8000
2|

[} Edit ‘ [ Copy ‘ (% Copy Forward ‘ [$ Discard ‘

& Print | | Processing= | [ Workfiow= | | File= | ' E3 Close |
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6. Inthe Document Navigator Panel, click Posting.

WAFIS Jump to: ﬁ|ﬂ @Hcme &'—"Personallze mAcceSS\billty IE App Help f\ About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable = Accounts Payable

Internal Exchange Transaction(IET) | Dept: 107 ID: STUDENT7 Ver.: 1 Function: New Phase: Final j
Document Navigator 3] Posti o o =
Header
B Li Functi Debit Posting Debit Posting Name Debit Amount
Exchange Details ine unction Credit Posting Credit Posting Name Credit Amount
2nd Party Accounti $0.00
2 "9 1 Non-Standard
Tecn R024 Internal CR $4,999.00
P Non-Standard D025 Internal CE $4,999.00 .
$0.00
From 1 fo 2 Total: 2 Go to line |:| Go
[/ Edit ‘ [ Copy ‘ (% Copy Forward | [$ Discard | & Print ‘ Processing™ | | Workflow= ‘ Filew | Ed Close ‘

D. Close out of the document.

1. Click the Close button at the bottom right corner of the document to return to the
Document Catalog.

2. Click Home in the Primary Navigation Panel to return to the Home Page.

1.3. Navigation Review: Query Page

The information updated by documents can be looked up by performing a query and certain tables are
designed for this purpose. For example, balance information can be looked up on the Cash Balance
Detail Query (CBALDQ) page. Tables and queries can be accessed by using the Jump to command in the
Primary Navigation Panel. The Cash Balance Detail Query page lists Funds along with their Cash Balance,
Adjusted Cash Balance, and their Available Cash Balance amounts. Drill Down (magnifying glass) buttons
on the CBALDQ provide users the ability to do further research and find documents that have impacted
the numbers on the query page.
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AcTtivity 1.3
Navigate to the Cash Balance Detail Query Page

Scenario
You want to review the navigation features in AFIS. Use the Jump to command to navigate to the Cash
Balance Detail Query (CBALDQ) page.

Setup
v" User is logged into the AFIS Home Page.
Steps
A. Navigate using the Jump to command.
1. Inthe Primary Navigation Panel, in the Jump to field, enter CBALDQ.
2. Click Go. The Cash Balance Detail query page opens.

MAFIS Jump to; CBALDQ | 4| Go fa Home ﬁ Personalize (Q)) Accessibility [g] App Help € About a

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Cash Balance Detail

Message Center

Menu Back
[ Search
Page Search Fund SubFund Cash Bal j Cash i Cash Bal
& Document Catalog ~ 0001 BLNK $0.00 50.00 $0.00
1000 1000 $0.00 $0.00 $0.00
Report Search
1000 1003 $0.00 $0.00 $0.00
& History 1000 1004 $0.00 50.00 $0.00
[+ Favorites 1000 BLNK $241.886.,101.81 $241.886.101.81 $241,886,101.81
[ Administration First Prev Next Last
Search
Fund : 0p01
q Sub Fund : g NK

Cash Balance : gp g

Pending Increase Nen-Cash @ 50 g
Pending Decrease Non-Cash : gp oo
Pending Increase Cash : gp gp
Pending Decrease Cash : gp g
Accepted Increase Non-Cash : ¢p pp
Accepted Decrease Nen-Cash @ 50 oo

lal ol ol ol ol il

Adjusted Cash Balance : $0.00
Cash Balance Minimum : $0 00
Available Cash Balance : 3p pp

~# Cash Balance Detail Maintenance - Cash Balance Summary

B. Locate a Fund using the Search window.
1. Click the Search link that is below the reference table.

2. Inthe Search window, in the Fund field, enter the data from your student data card.
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3. Click Ok.
MAFIS Jump to: CBALDQ @|E @Home ébpersonahze @Accessibiﬂty [l App Help (\ About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable
Cash Balance Detail

Message Center

Menu Back
[ Search
Page Search Fund Sub Fund Cash Balance 1] Cash i Cash Bal.
@ Document Catzlog v 9007 9007 $26,216.88 $26,216.88 $26,216.88
9007 BLNK $11.812.88 $11.812.88 $11,812.88
el First Prev Next Last
[# History Search
@ Favorites Fund : 9007
@ Administration Sub Fund : 9007
Cash Balance : $26,216.88 <
Pending Increase Non-Cash : g qp Dy
Pending Decrease Non-Cash : g g <
) Pending Increase Cash : g qp ’y
Pending Decrease Cash : ¢ op <
Accepted Increase Non-Cash : g3 250 0o ’
Accepted Decrease Non-Cash : g o r

Adjusted Cash Balance : $26 21683
Cash Balance Minimum : $0.00
Available Cash Balance : $26 216 85

- Cash Balance Detail Maintenance ¥ Ccash Balance Summary

C. Observe the cash balance information for the selected Fund.

1. Observe the information on the Cash Balance Detail Query for the selected Fund and Sub
Fund.

2. Click the Cash Balance Summary link.
WAFIS Jump to:| CBALDQ @|E @Hnme #F‘elsonahze @Accesswbihty Ig App Help ‘: About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Cash Balance Summary

[ Message Center

[E]l Search
Page Search Fund Name Cash Adjusted Cash Bal i Cash Balance

Menu

~ 9007 Student7  $38,029.76 $38,029.76 $38,029.76
First Prev Next Last

[ Document Catalog

Report Search
A Search
B History Fund : 5007
[ Favorites Cash Balance : §33 029 76
[ Administration Pending Increase Non-Cash : g g

Pending Decrease Non-Cash : gq o
Pending Increase Cash : ¢p oo
Pending Decrease Cash : 0,00
Accepted Increase Non-Cash : ¢11 971 15
Accepted Decrease Non-Cash : ¢125 574 99

lal ol ol ol

Adjusted Cash Balance : $33 029.76
Cash Balance Minimum : $0 00
Available Cash Balance : $38,029.76

# Cash Balance Detail ¥ Cash Balance Summary Maintenance

3. Observe the summary information for the Fund.
4. Click the Cash Balance Detail link.
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D. Research one of the balance fields on the query page.

1. On the Cash Balance Detail page, next to the Cash Balance field, click the Drill Down button

(magnifying glass).

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

MAFIS Jump to CBALDQ ﬁ\ Go @Hcme f’ Personalize mAccesslbiMy lg App Help ‘\/‘ About

» COA Rollups

Training - Financial Accounting Journal A
[ Message Center T EEES
E] Search
Page Search Run Tm Document Doc PstngLn DriCr Pstng Am
m Easrre i@ » 10/12/2014  JVA,107 STUDENT 7.1 1D $1.500.00
10/12/2014  JVA,107, STUDENT 7,1 1 D $24,001.65
Report Search
10/12/2014 CR,107,STUDENT 7,1 1 D $715.23
B History First Prev Next Last Download
Hilbaicit=s Copy Search ¥ b
[ Administration
Calculate Total  Calculated Amount :
= General Accounting
Doc Record Date : 10,07/2014 [] Posting Pair: A
4| Fiscal Period : 4 Posting Code : AQ16
Fiscal Year: 2015 Dricr: p
Budget FY : 2015 Ln Fune : Non Standard [V |
Fiscal Quarter: 2 Pstng Am : $1 50000
Event Category : Incr/Ders @ |
Event Type : Run Tm : 10/12/2014
Bank Account :
» Fund Accounting
b Organizational
b Cost Accounting
b Other Chart of Accounts
v

2. Observe the Accounting Journal list of documents that impact the Cash Balance field for the

selected Fund.
3. Click Back in the upper right hand corner.

4. Click Home in the Primary Navigation Panel to return to the Home Page.

Lesson Summary

This lesson reviewed the basic navigation tools and methods that will be used throughout this course.
The Jump to feature can be used to go right to a certain page or table. The Page Search and Document

Catalog can also be used to search for a specific table or document within the system.
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2. INTRODUCTION TO GENERAL ACCOUNTING

Learning Objectives

In this lesson, you will:

= |dentify the tables and types of information used in General Accounting

= Review the use of Accounting Templates and Functions in data entry

Lesson Overview

General Accounting focuses on processing internal accounting transactions and other miscellaneous
transactions that are not processed by other functional business areas. AFIS records all transactions by
creating, submitting and approving documents. Once documents are submitted and approved, they
update tables and query pages. Accounting Templates and Functions are features of AFIS that improve
document data entry consistency and efficiency.

2.1. Journal Postings

Journals record all accounting transactions that are posted within AFIS. The Accounting Journal (JACTG)
is the primary record of all accounting transactions within AFIS. Additional journals exist as subsets of
the Accounting Journal and have certain types of accounting transactions that post to them. These
additional journals, such as the Cash Journal (JCASH) and Budget Journal (JBUD), allow for smaller
subsets of accounting data to be used in relevant queries and reports. Journal posting is driven by the
transaction event type, posting codes, and document status.
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Accounting Journal (JACTG)

Users have access to the Accounting Journal (JACTG) to query accounting transactions created in AFIS.
To query the Accounting Journal, enter search criteria to limit the debit/credit lines returned. Records
returned from a user search can be added together using the Calculate Total link. This will provide the
total for all of the Posting Amounts for all documents returned by the search filters.

WAFIS Jump to:| JACTG 4| Go ’;ﬁHome ﬁPefsona\ize @Accesswbi\ity |E App Help ‘-':' About @

Welcome, Student 7 Procurement | Budgefing = Accounts Receivable | Accounts Payable

Training - Financial Accounting Journal A
# Message Center Iein EE s
=] Search
Paue Search Run Tm Document Doc PStI‘\g Ln DriCr Pstng Am
@ Document Catalog ~ 10M12/2014 CR,107 STUDENT 7.1 1 C ($715.23)
10/12/2014 CR,107 STUDENT 7.1 1 D $715.23
Report Search
10/12/2014 CR,107, STUDENT 7A.1 1 C ($715.23)
| History 10M12/2014  CR,107 STUDENT 7A1 1 D $715.23
[ Favorites 10/12/2014  JVA107,STU 7 3.1,1 1 D $654.24
& Administration 10/12/2014  JVA107,STU 7 3.1,1 1 C (5654.24)
10/12/2014  |ET,107,141007000022 1 2 D $500.00
1012/2014  |ET,107,141007000022,1 2 C ($500.00)
{ 10/13/2014 JVA 107 STU7 31 A1 1 D $1,308.48
10/13/2014  JVA107,STU 7 3.1 A1 1 C ($1,308.48)
4 First Prev Next Last  Download
Copy Searcch B
Calculate Total  Calculated Amount :
w General Accounting
Doc Record Date : 10/07/2014 [ Posting Pair: A
Fiscal Period : 4 Posting Code : Ropa
Fiscal Year: 2015 DriCr: C
Budget FY : 2p15 Ln Func : Standard [v]
Fiscal Quarter : 2 Pstng Am : ($715.23)
Event Category : REY IncriDers : |
Event Type : AR02 Run Tm : 10/12/2014
Bank Account : K01
b Fund Accounting v

When a document is modified, the modified document will reflect the full, final amount of the
document. Additional JACTG entries will be created with amounts that reflect the delta changes from
the prior version of the document.

Note that when the fiscal year or accounting period changes when modifying a document, but the dollar
amount or other Chart of Accounts elements do not change, JACTG entries will not be created. If there is
a need to create JACTG entries to post to a new fiscal year or accounting period, users can modify the
original accounting lines to S0 and create new accounting lines with the new fiscal year or accounting
period.

Posting Codes and Event Types

Posting Codes are instructions that tell AFIS how to perform accounting and budgeting updates. The
Posting Code (PSCD) page lists all of the posting codes within AFIS. The Classifications section of the
PSCD page determines how journal updates occur based on the selected posting code. The PSCD page
provides the rules that define which posting codes use default accounts, as well as what information
should be inferred from these accounts. Posting Codes are retrieved by the selected Event Type on
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documents. For example, an event type of APO1 (Normal Payment) would generate the posting to the
following posting codes; D011 — disbursement (Debit Posting Code) and D001 — accrued expenditure
(Credit Posting Code). Posting Codes can be used on the Advanced Journal Voucher without an Event

Type.

WAFIS Jump to:| PSCD @|@ @Hume ﬁPersona\ize @Accesswbihty [ App Help “: About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Posting Code
# Message Center Menu Back
[F Search
Page Search Posting Code Name Account Type Cash Account Memo Account
[ Document Catalog v D001 Disbursement Payable Liability No No
D003 Retainage Payable  Liability No No
Report Search
D004 Stale Payable Cash  Asset Yes No
[ History D005 Escheat Payable Cash Asset Yes No
[ Favorites D006 Use Tax Payable Liability No No
& Administration First Prev Next Last

Save Undo Delete Insert Copy Paste Search '.

# General Information
“Posting Code : poo1 Closing Classification Code : 5 g

4 “Name : Disbursement Payable = Closing Classification Name : Liability Roll Forward
“Short Name : Disb Payable

b Inference and Edit Information

b Update/Posting Rules

b Classifications

Top

Event Types are entered on document transactions to record a specific event that occurs in a business
area. Event Types belong to specific Event Categories, such as Accounts Payable or Cost Accounting. The
Event Categories in AFIS are broad areas of accounting transactions containing the processing logic.

Event Types determine which debit and credit posting codes are used. When an Event Type is recorded
on a document transaction, and the document is validated or submitted, the debit and credit posting
lines associated with an accounting line on the document are created automatically by AFIS based on
the Event Type.

_ — =

Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
1 Non-Standard $0.00
on-standa R024 Internal CR R
2 Non-Standard D025 Internal CE $4,999.00

$0.00

From 1 to 2 Total: 2 Go to line |:| Go

Event Requirements

For each Event Type in AFIS, there are data-entry rules that are defined, such as requiring or prohibiting
certain COA elements when the specified event takes place. These rules are defined on the Event
Requirements (ERQ) table.
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The Event Type requirements control smaller components of accounting activity that are used to
perform a specific accounting, budgeting or non-accounting activity. The ERQ table brings in specific
rules for data entry concerning referenced transactions, customer codes, vendor codes, and all defined
COA elements in AFIS.

MAFIS Jump to: ERQ 2| co| P Home &bPersonahze @) Accessibility |5 App Help < About @

Welcome, Student 7 Procurement | Budgeting = Accounts Receivable | Accounts Payable

Training - Financial Event Requirements

Message Center Menu Back

[ Search
Page Search Event Type ID Event Type Name Document Reference
[ Document Catalog ¥ ACO1 Auto Accrual Pronibited
AC02 Auto Clearing Prehibited
Report Search
AC03 Ext Disallow Prohibited
&l History AGO4 EstManAccrual  Prohibited
[ Faverites ACO5 Man Clearing Optional
[ Administration First Prev Next Last

Save Undo Delete Insert Copy Paste Search @&

¥ General Information

“Event Type ID : pco1 2 “Debt ID : [Optional [ V]
Event Type Name : Auto Accrual
Document Reference : Pmmb\tedﬂ
“Vendor : | Pronibited| v |
“Customer : Prohibited| v |
Internal/External Restriction : Not Restricted ﬂ
Bank : Prohibited| v |
Memo Document Reference :
Accounting Method : ﬂ
Require Nominal Sub Account for Provider/Seller : |:|

a

Require Nominal Sub Account for Receiver/Buyer : [ |
Require Inverse Reference : | |
Line Amount : Unrestricted [~]

b Fund Accounting

b Detail Accounting

The Event Types and posting codes used for General Accounting transactions in AFIS are required. Event
Types for these transactions prohibit a bank code.

2.2. Accounting Templates and Functions

In AFIS, document data entry requires that accurate information be entered in order for the process to
be as efficient as possible. There are two tools in AFIS that help reduce both the time required to
complete data entry and the number of errors committed in the process.

Accounting Templates

The Accounting Template (ACTPL) table allows authorized users to create a template of Chart of
Accounts elements with a unique name for identification. The Accounting Template COA string can then
be used to generate or infer information on the Accounting Line and Accounting Distribution
components of specific documents.

When an Accounting Template is entered, the information on the Accounting Line is automatically
generated when the document is validated. The generated Accounting Line information contains the
COA elements that are part of the template. In AFIS, Accounting Templates can be configured by and are
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unique to each department. Accounting Templates use soft inference, meaning that the template
elements only fill in values for blank fields and do not overwrite elements that are manually coded or
inferred by hard inference into document fields.

MAFIS Jump to:| ACTPL g\ Go @Hume ﬁ Personalize @Accesswbihty IﬂApp Help (“ About @

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Welcome, Student 7

Training - Financial Accounting Template

# Message Center Menu Back
=] Search
Page Search Accounting Template Name Department Department Name Active
@ Document Catalog v 100 Training Work 100 Instructor Yes
ER— 10016 APPROPRIATION- ADOI Common  IDA Insurance Yes
10056 APPROPRIATION- ADOI Publications IDA Insurance Yes
[ History 101 Training Work 101 Student 1 Yes
[ Favorites 102 Training Work 102 Student 2 Yes
# Administration First Prev Next Last

Save Undo Delete Insert Copy Paste Search ..

¥ General Information
“Accounting Template : 109 Debt ID : 2|
4 *Name : Training Work
*Department : '4oq 2
Instructor
Description : Training Accounting Template

Active :

» Fund Accounting

P Detail Accounting

Top

+ Accounting Profile
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Functions

Functions are used when creating documents to reduce input errors by inferring COA element values
based on department. Document accounting information such as COA element codes use a hard
inference when a Function code is selected on the Accounting line, meaning that fields inferred by a
Function override fields that have been manually entered. Functions are the preferred method of
accounting data entry because they are less susceptible to error than Accounting Templates or manual

entry.

wAFIS

Welcome, Student 7

ﬁ|ﬂ @Home é’-"F‘efsonahze @Accessmimy | AppHelp T About

Budgeting Accounts Payable

Jump to:| FUNC

Accounts Receivable

Procurement

Training - Financial Function A
Message Center Menu Back
=] Search
Page Search Fiscal Year Department Function Name Active Effective From Effective To
& Document Catalog v 2014 HCA HOSPCOLLEC Hospital Assessment Collections Yes
2014 DA 14920 APPROPRIATION- Investigations Fraud Assessment Yes
Report Search
2014 IDA 20690 EXAMINATIONS- Revenue Yes
H History 2014 IDA 20730 MARKET ASSISTANCE- Assessment Yes
[+ Favorites 2014 IDA 21140 APCIGF-Revenue Yes
# Administration First Prev Next Last
Save Undo Delete Insert Co Y Paste Search ..
¥ General Information
*Fiscal Year: 2014 g Effective From : B
4 -Department: cp & Effective To : 0
*Function : HOSPCOLLEC Active :
“Name : Hospital A 1t Col geting :
*Short Name : Hosp Assessment Description :
Contact Code : ﬂ
&
« Rollups
Function Class : ﬂ
&
Function Category : ﬂ
&
Function Type : ﬂ
&
Function Group : g
w Extended Description
Extended Description : v

Lesson Summary

In this lesson, you:

= |dentified the tables and types of information used in General Accounting

=  Reviewed the use of Accounting Templates and Functions in data entry
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Check Your Progress

1. The area of General Accounting only covers miscellaneous transactions that are not processed by
other functional business areas.

a. True

b. False

2. Posting Codes are entered by the user on documents and tell the document what Event Type to use.

a. True

b. False

3. Functions use which method of inference?

a. Soft

b. Dynamic
c. Hard

d. Smart
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3. GENERAL ACCOUNTING QUERIES

Learning Objectives

In this lesson, you will:

= Perform research using the Cash Balance query pages
= Perform research using the Balance Sheet query pages

= Perform research using the Expense Summary query pages

Lesson Overview

The General Accounting business area provides a number of query pages that display current balances
for researching cash, funds and Balance Sheet Account (BSA) balances. The query pages include a Drill
Down (magnifying glass) icon enabling the user to view more details about the amounts displayed on
the page. For pending amounts, the Drill Down button opens a Detail Transaction Listing page to show
pending documents used to calculate the amount. For accepted or approved amounts, the Drill Down
button displays the Accounting Journal (JACTG) page and returns a list of documents that updated the
amount.

3.1. Cash Balance

There are several query pages that can be used to research Cash Balance information, the Cash Balance
Detail Query (CBALDQ), Cash Balance Summary Query (CBALSQ), Cash Balance Pool Query (CBALPQ),
and Cash Journal (JCASH).
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Cash Balance Detail Query (CBALDQ)
The Cash Balance Detail Query (CBALDQ) page displays current balances and cash tracking totals for a
Fund and Sub Fund combination. The Cash Balance amount on the CBALDQ is calculated using the ITD
(Inception-to-Date) Balance Sheet Details (BBALD) query page for those BSA accounts defined on the

Cash Balance Detail Maintenance (CBALD) table. The other amounts on the Cash Balance Detail are

directly updated from accounting transactions.

AFIS | General Accounting

Welcome, Student 7

Training - Financial

Message Center

[ Search
Page Search
[+ Document Catalog
Report Search
[ History
[ Favorites

[+ Administration

Cash Balance Detail

Jump to: CBALDQ

Procurement | Budgeting

Accounts Receivable

ﬁ|@ @Hﬂme ﬁpersonahze @Accesswbihty Ig App Help .(\ About

Accounts Payable

Fund Sub Fund Cash Balance

+ 0001 BLNK $0.00
1000 1000 $0.00
1000 1003 $0.00
1000 1004 $0.00
1000 BLNK $241.886,101.81

First Prev Next Last

Search
Fund : 0001
Sub Fund : g Nk
Cash Balance : gq gp
Pending Increase Non-Cash : g5 g
Pending Decrease Non-Cash : §p op
Pending Increase Cash : g5 g
Pending Decrease Cash : 4 g
Accepted Increase Non-Cash : ¢ gp
Accepted Decrease Non-Cash : 45 gp
Adjusted Cash Balance : $0.00
Cash Balance Minimum : $p 00
Available Cash Balance : g oo

Cash

Adjusted Cash
$0.00
$0.00
50.00
$0.00

$241,886,101.81

PLLLLLL

- Cash Balance Defail Maintenance & Cash Balance Summary

$0.00
$0.00
$0.00
$0.00
$241,886,101.81

Menu Back
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Cash Balance Summary Query (CBALSQ)

The Cash Balance Summary Query (CBALSQ) page displays current balances and cash tracking totals for a
Fund. When an accounting transaction updates the Cash Balance Detail, the Cash Balance Detail updates
the Cash Balance Summary.

Jumptor cBALSQ | 4R| Go {:BHome é’-"Personahze @Accesswbillty | AppHelp . About B
Welcome, Student 7 Procurement | Budgefing | Accounts Receivable | Accounts Payable

Training - Financial Cash Balance Summary

Message Center Menu Back
=] Search
Page Search Fund Name Cash Balance  Adjusted Cash Balance Available Cash Balance
[ Document Catalog ~ 0001 $0.00 $0.00 $0.00
1000  GENERALFUND  $241,88510181 $241,886,101.81 $241,886,101.81
Report Search
1234567  System Test $0.00 $0.00 50.00
EEfHE=tory 12345678 System Test $0.00 $0.00 $0.00
= Favorites 1300  GNRL FIXD ASSET $0.00 $0.00 $0.00
@ Administration 1600 CAPITAL OUTLAY $0.00 $0.00 50.00
8000  Training Work $5,191.78 $5,191.76 $5.19178
9000 Instructor $7,880.96 $20,352.11 $20,352.11
9001 Student 1 $65,607.91 $65,607.91 $65,607 91
9002 Student 2 $38,228.76 $38,228.76 $38,22876

4 First Prev Next Last

Search
Fund : 0001
Cash Balance : 35 0p
Pending Increase Non-Cash : 40 0o
Pending Decrease Non-Cash : 30 0p
Pending Increase Cash : g g
Pending Decrease Cash : g gp
Accepted Increase Non-Cash : g0 g
Accepted Decrease Non-Cash : g( g

PLLLLLL

Adjusted Cash Balance : $0.00
Cash Balance Minimum : 50 go
Available Cash Balance : $0.00

- Cash Balance Detail - Cash Balance Summa y Maintenance
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Cash Journal (JCASH)

The Cash Journal (JCASH) gives users a view into the journal lines from processing accounting documents
where cash or items considered close to cash are involved. It is a source of data that can be utilized for
cash analysis because it does not include other types of accounting entries. The Cash Journal is not
balanced based on the fact that only one side of a disbursement or collection is recorded.

MAFIS Jump to: JCASH ﬁ\ﬂ @Hume ﬁPersonahze ‘mAccessibi\ity |Ed App Help ‘-':' About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Cash Journal A
Message Center Menu Back
=] Search
Page Search Run Time Doc Posting Line Debit/Credit Posting Amount
& Document Catalog v 10/12/2014 1 D $715.23
10112/2014 1 D $715.23
Report Search
10/12/2014 200G ($500.00)
B History 1011672014 1D $525.50
[ Faverites 10/16/2014 1 D $525.50
& Administration 10/16/2014 1 D $175.00
10/16/2014 1 D $525.50
10/20/2014 1 D $200.00
{ 10/20/2014 1D $750.00
10/27/2014 1 D $175.00
4 First Prev Next Last
Copy Search @R
¥ General Accounting
Doc Recerd Date : 10/07/2014 /m Posting Pair:
Fiscal Period : 4 Posting Code : AQ01
Fiscal Year : 915 Debit/Credit: D
Budget FY : 2015 Line Function : q
Fiscal Quarter : 2 Posting Amount : $715.23
Event Category : Rey Increase/Decrease : |
Event Type : ARD2 Run Time : 10/12/2014
Bank Account : BK01
P Fund Accounting
» Organizational v
AcTtivity 3.1

Review the Cash Balance Information

Scenario

Review the Cash Balance Summary Query (CBALSQ) query page for a Fund.

Setup
v" User is logged into the AFIS Home Page.

Steps

A. Access the Cash Balance Summary Query page.
1. On the Secondary Navigation Panel, click Search.

2. Click Page Search.
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3. Inthe Page Code field, enter CBALSQ.
4. Press Enter.
5. Click the Cash Balance Summary link.

GAFIS

Welcome, Student 7

Training - Financial

Jump to: JCASH

Procurement

Page Search

Budgeting

Q\E @Hame ﬁF‘ersouallze @Accesswbillty lg App Help ‘T\ About

Accounts Receivable | Accounts Payable

Message Center
=] Search

Category : [v]
Page Search Page Type : ﬂ
[ Document Catalog Description ©
Report Search Page Code : CBAL3Q"
) Browse Clear
[ History
[ Favorites Description Page Code

v Cash Balance Summary CBALSQ
First Prev Next Last

[ Administration

Menu

B. Review the Cash Balance Summary Query page for a Fund.

1. Click the Search link that is below the table
2.
3. Click Ok.

In the Search window, in the Fund field, enter the data from your student data card.

<AFIS

Welcome, Student 7
Training - Financial

Jump to:| JCASH

Procurement

Cash Balance Summary

Budgeting

@|@ @Home f’Persouallze @Accesswbil\ty lg App Help f‘ About

Accounts Receivable | Accounts Payable

Message Center

$38,029.76
$0.00
$0.00
$0.00
$0.00
$11,971.15
$126,674.99
$38,029.76
$0.00
: $38,029.76

[ Administration Pending Increase Non-Cash :
Pending Decrease Non-Cash :
Pending Increase Cash :
Pending Decrease Cash :

Accepted Increase Non-Cash :

PLLLLLS

Accepted Decrease Non-Cash :
Adjusted Cash Balance :
Cash Balance Minimum :
Available Cash Balance

 Cash Balance Detail ¥ Cash Balance Summary Maintenance

[l Search
Page Search Fund Name Cash Cash Cash
 Document Catalog ~ 9007 Student7  $38,029.76 $38,029.76 538,029.76
First Prev Next Last
Report Search
& Search
isto

& v Fund : 9007
& Favorites Cash Balance :

C. Review the cash balance summary information.

1.

Review the Accepted Decrease Non-Cash field.
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2. Click the Drill Down (magnifying glass) icon next to the Accepted Decrease Non-Cash field
to see the documents that contributed to the total spent.

MAFIS Jump to: JCASH @\ﬂ @Hame ﬁpersonahze @Accesswbﬂ\ty [l App Help ‘T\ About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Accounting Journal

Message Center
= Search
Page Search Run Tm Document DocPstngln DriCr Pstng Am

Menu Back

+ 01/12/2015 GAE,107,STU 7 51,1 1
01/12/2015 GAE,107.STU 7441
11/25/2014 GAX.107,STU 7 1.38.1

HiHistony 11/25/2014  GAX,107,STU 7 1.3A1

[ Favorites 11/25/2014 GAE107,STU 7 13A1

& Administration 1172172014 GAX,107,5TU 7 12,1

11/06/2014 POA07.5TU7 PG A

11/06/2014  GAX,107,5TU 7 62,1

11/06/2014  GAX,107,STU 7 53,1

11/06/2014  GAX,107,5TU 7 46,1

1 First Prev Next Last Download

$1,000.00
$200.00
$530.00
$6,000.00
$15,000.00
$545 00
$500.00
$500.00
$50.00
$50.00

[ Document Catalog
Report Search

D
D
D
D
D
D
D
D
D
D

Copy Seach @B
Calculate Total  Galculated Amount :

w General Accounting
Doc Record Date : 01/12/2015 [ Posting Pair: A
Fiscal Period : 7 Posting Code : ppps
Fiscal Year : 2015 Dricr: p
Budget FY : 2p15 Ln Func : standard ﬂ
Fiscal Quarter: 3 Pstng Am : $1 00000
Event Category : PR Incr/Ders :
Event Type : pRo5 Run Tm : 01/12/2015
Bank Account :

b Fund Accounting v

3. Click Home in the Primary Navigation Panel to return to the Home Page.

3.2. Balance Sheet

There are several query pages that can be used to research Balance Sheet Account information, the ITD
(Inception-to-Date) Balance Sheet Summary (BBALS), ITD Balance Sheet Detail (BBALD), and Fiscal Year
Balance Sheet Detail (BBALFY).
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ITD Balance Sheet Detail (BBALD)

The ITD Balance Sheet Details (BBALD) query page displays balance sheet account balances at the Fund,
Sub Fund, BSA, and Sub BSA levels independent of fiscal year. At the bottom of the BBALD page are links
to Cash Balance Detail, Fund Balance Detail, FY Balance Sheet Detail and ITD Balance Sheet Summary.

Jump to: BBALD ﬁ\ﬂ @Hnme f’?ersonahze @Accesswbimy | App Help ‘: About

Procurement | Budgeting = Accounts Receivable | Accounts Payable

ITD Balance Sheet Detail

Message Center Menit Back
[F Search
Page Search Sub Sub BSA Begin Day
g Fund Name Fund Name BSA Name BSA Name o Balance Balance
HjEceumenizatiog ~ 1000 GENERAL FUND 1000 GF Op 1211 Claims Pyble  BLNK Liability ($100.00) $0.00
Report Search 1000 GENERAL FUND 1000 GF Op 3011 Fd BalRstv Pre BLNK Equity ($29,994.00) $0.00
& History 1000 GENERAL FUND 1003 TEACHR CERTACC 0070 CashDepTra BLNK Asset $405.98 $0.00
& Favorites 1000 GENERAL FUND 1004 SCHL ACCNTBLTY 0070 CashDepTra BLNK Asset $178.58 $0.00
1000 GENERAL FUND BLNK 0070 CashDepTra BLNK Asset $555,238,629.55 $0.00

[+ Administration -
First Prev Next Last

Search
Fund : 1000 Debit Amount : 50 g 'Y
GENERAL FUND Credit Amount : 1gp 0o 1
Sub Fund : 1000 : -~
1 by Balance : (4100 00) Q
P .
Begin Day Balance :
BSA: 1211 d y $0.00

Claims Pyble
Sub BSA : BLNK

BSA Type : Liability

+ Cash Balance Detail (¥ Fund Balance Detail (¥ FY Balance Sheet Detail  ITD Balance Sheet Summary

ITD Balance Sheet Summary (BBALS)

The ITD Balance Sheet Summary (BBALS) query page displays balance sheet account balances at the
Fund and BSA levels independent of fiscal year. When an accounting transaction updates the ITD
Balance Sheet Detail, the ITD Balance Sheet Detail updates the ITD Balance Sheet Summary.

Jump to:| BBALS Q\E @Home ﬁPersonallze @Accessmihw l@l App Help .(\ About

Welcome, Student 7 Procurement | Budgeting = Accounts Receivable | Accounts Payable

Training - Financial ITD Balance Sheet Summary

# Message Center Menu Back
[=] Search
Page Search Fund Name BSA Name BSA Type Balance Begin Day Balance
~ 1000 GENERAL FUND 0070 Cash Dep Tra Asset $555,239,214.11 $0.00

& Document Catalog

1000 GEMNERAL FUND 0072 Cash In Hand Asset $100.00 $0.00
Report Search
1000 GEMNERAL FUND 0075 Cash RevFund Asset $1,000.00 $0.00
H| History 1000 GENERAL FUND 0218 Comm Paper Asset $1,000.00 $0.00
[# Favorites 1000 GENERAL FUND 0501 Acc Rev Asset $70.381,978,968.44 $0.00
& Administration 1000 GENERAL FUND 0506 Temp Asset $1,200.00 $0.00
1000 GENERAL FUND 0863 Ad Land Impr Asset Offset ($14,810.32) $0.00
1000 GEMNERAL FUND 0867 Ad Equipment Asset Offset $0.00 $0.00
1000 GENERAL FUND 1011 Pymnts Qutsindg Liability ($313,352,527.74) $0.00
1000 GENERAL FUND 1211 Claims Pyble Liability ($181,789.02) $0.00

4 First Prev Next Last

Search
Fund : 1000 Debit Amount : g555 242 214 11 @&
GENERAL FUND Credit Amount : $3 000.00 <
BSA : 0070 Balance : 555 239 214.11 <

Cash Dep Tra

Begin Day Balance :
BSA Type : Asset ADRED 2000

# Cash Balance Summa v - Fund Balance Summal Y - ITD Balance Sheet Detail
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Fiscal Year Balance Sheet Detail (BBALFY)

The Fiscal Year Balance Sheet Detail (BBALFY) query page displays balance sheet account balances at the
same level as the ITD Balance Sheet Detail page except that it includes fiscal year beginning and ending
balances. The Fiscal Year Balance Sheet Detail page Beginning Balance amount is equal to the previous

Fiscal Year’s Ending Balance amount.

WAFIS Jump to: BBALFY 4| Go @Hume &E’Personahze @Accesswbihty [gl App Help € About @

Procurement | Budgeting | Accounts Receivable = Accounts Payable

Welcome, Student 7

Training - Financial Fiscal Year Balance Sheet Detail

Message Center Menu Back
[ Search
Page Search Fiscal Year Fund Fund Name Sub Fund  Sub FundName BSA BSA Name SubBSA SubBSAName  Balance
& Document Catalog v 2014 1000 GENERAL FUND BLNK 0070 CashDepTra BLNK ($2,000.00)
2014 1000 GENERAL FUND BLNK 0863 Ad Land Impr BLNK ($14,810.32)
Report Search
2014 1000 GENERAL FUND BLNK 1211 Claims Pyble BLNK ($1,000.99)
B History 2014  AAS007 2002A COP BLNK 0070 Cash Dep Tra BLNK $2,000.00
[# Favorites 2014 CR2013 COTTON RESEARCH BLNK 0501 Acc Rev BLNK $38,800.45

[ Administration First Prev Next Last

Search
Fiscal Year : 2014 Beginning Balance : ¢ og

<

{ Fund : 1000 Debit Amount : gg oo oy
GENERAL FUND Credit Amount : g5 0op 0o p

1 Sub Fund : BLNK : g
Balance : (52 000 00) 4

BSA : p070
Cash Dep Tra
Sub BSA : BLNK

BSA Type : Asset

# ITD Balance Sheet Detail ¥ ITD Balance Sheet Summary

AcCTIVITY 3.2
Review the Balance Sheet Account Information

Scenario
Use the ITD Balance Sheet Summary page to determine the current balance for a specific Fund and BSA

combination. Then, drill down to view the documents that generated the total.

Setup
v User is logged into the AFIS Home Page.
Steps
A. Access the Fund Balance Summary page.
1. On the Secondary Navigation Panel, click Search.
2. Click Page Search.
3. Inthe Page Code field, enter BBALS.
4

Press Enter.
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5. Click the ITD Balance Sheet Summary link.
MAFIS Jump to: BBALFY i|ﬂ @Home f’Personahze @Accesswbihty | AppHelp € About @

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable = Accounts Payable

Training - Financial Page Search

[ Message Center o
Search
= Category : ﬂ
Page Search Page Type : ﬂ
@ Document Catalog Description :
= Code : =
Report Search age Code 2 BBALS
N Browse Clear
[# History - -
[+ Favorites Description Page Code
[ Administration ~ ITD Balance Sheet Summary BBALS

First Prev Next Last

B. Search for the current balance for a specific Fund and Balance Sheet Account combination.

1. Click Search that is below the reference table

2. Inthe Search window, in the Fund field, enter the data from your student data card.

3. Inthe BSA field, enter 0070.

4. Click Ok.

S AFIS Jumpto/BBALFY 4| Go| (@ Home Y Personalize QA Accessiiity [g] AppHep ¢ About [

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial ITD Balance Sheet Summary

# Message Center Menu
(] Search
Page Search Fund Name BSA Name BSA Type Balance Begin Day Balance
~ 9007 Student7 0070 CashDep Tra Asset $3,806.96 $0.00

[ Document Catalog
First Prev Next Last

Report Search
Searcn
[# History _
Fund : 9007 Debit Amount : ¢3 505 96 &
& Faverites Student 7 Credit Amount : ¢q gp Q
& Administration BSA: 0070 Balance : §3 50696 Q

Cash Dep Tra

Begin Day Balance :
BSA Type : Asset g Yy $0.00

(# Cash Balance Summary (# Fund Balance Summary (# ITD Balance Sheet Detail

C. Review the fund balance summary information.

1. Next to the Balance field, click the Drill Down icon (magnifying glass).
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2. Review the documents displayed in the list.

WAFIS Jump to| BBALFY Q\E @Home &5 Personalize () Accessibility |g] App Help < About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Accounting Journal A
Message Center Menu Back
[ Search

Page Search Run Tm Document Doc PstngLn Dr/Cr Pstng Am
& Document Catalog v 10/27/2014 CR107,5TU78211 1 D $175.00
10/20/2014 CR107.8TU781B.1 1 D $750.00
Report Search
10/20/2014 CR107.STUT 13 A1 1 D $200.00
B History 10/16/2014 CR<107,STU72.1B,1 1D $525.50
[# Favorites 10M16/2014 CR107,8TU78221 1 D $175.00
& Administration 10M6/2014 CRIOT.STU11.2B.1 1D $525.50
10/16/2014 CR107.STUT 1.2B.1 1 D $525.50
10/12/2014  |ET,107,141007000022 1 2 C ($500.00)
10/12/2014 CR, 107, STUDENT 7A.1 1 D $715.23
10/12/2014 CR,107,STUDENT 7,1 1 D $715.23
4 First Prev Next Last Download
Copy Search @R
Calculate Total  Calculated Amount :
= General Accounting
Doc Record Date @ 4g/27/2014 [ Posting Pair: A
Fiscal Period : 4 Posting Code : AqQ01
Fiscal Year: 2015 Dricr: p
Budget FY : o015 Ln Func : standard v]
Fiscal Quarter: 2 Pstng Am : $175.00
Event Category : REV Incr/Ders : |
Event Type : ARp2 Run Tm : 10/27/2014
Bank Account : BK01
b Fund Accounting Wi

D. Close the page.
1. Click the Back link in the upper right corner of the page.

2. Click Home in the Primary Navigation Panel to return to the Home Page.

3.3. Expense Summary Query

Budget Structures in AFIS are broken down into levels and each level has a corresponding query page.
Some Budget Structure levels also have Expense Summary (ESUM) query pages. An Expense Budget
Summary page allows users to view summaries of Expense Budgets by summarizing individual budget
lines across any combination of budgeted Chart of Accounts elements used to define a level of a
particular expense budget structure. The expense budget structures are:

=  Budget Structure 90 — Appropriation and Allotments
=  Budget Structure 91 — Department Expense — Bureau
= Budget Structure 92 — Department Expense — District
= Budget Structure 93 — Department Expense — Division
=  Budget Structure 95 — Department Expense — Unit

Budget Structure 90
Budget Structure 90 has one level, which has a summary page available; shown in Table 3 below.
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Table 3: Budget Structure 90

Document Code

Query Page

Summary Page

BGA90

BQ90OLV1

ESUMO0L1

Budget Structure 91

Budget Structure 91 has four levels, with a summary page available for level 2; shown in Table 4 below.

Table 4: Budget Structure 91

Document Code Query Page Summary Page
BGE91 BQI1LV1
BQI1LV2 ESUM91L2
BQI91LV3
BQI91LVv4

Budget Structure 92

Budget Structure 92 has four levels, with a summary page available for level 4; shown in Table 5 below.

Table 5: Budget Structure 92

Document Code Query Page Summary Page
BGE92 BQ92LV1

BQ92LV2

BQ92LV3

BQ92LVv4 ESUMO92L4

Budget Structure 93

Budget Structure 93 has three levels, with a summary page available for level 3; shown in Table 6 below.

Table 6: Budget Structure 93

Document Code Query Page Summary Page
BGE93 BQ93LV1

BQ93LV2

BQ93LV3 ESUM93L3
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Budget Structure 95 has seven levels, with summary pages available for levels 2, 3, and 7; shown in

Table 7 below.

Table 7: Budget Structure 95

Document Code Query Page Summary Page
BGE9S5 BQY95LV1
BQY95LV2 ESUM95L2
BQY95LV3 ESUM95L3
BQY95LV4
BQY95LV5
BQY95LV6
BQY95LV7 ESUM95L7

AcTiviTY 3.3

Viewing an Expense Summary Query

Scenario

To view the amount in the Current Budget use the Expense Summary (ESUM) query for the Bureau

budget structure.

Setup

v' User is logged into the AFIS Home Page.

Steps

A. Access the Expense Summary page.

1. On the Secondary Navigation Panel, click Search.

2. Click Page Search.

3. Inthe Page Code field, enter ESUM91L2.

4. Press Enter.

5. Click the Description link.

B. Review the budget for the current fiscal year.

1. On the Budget Structure page, in the BFY field, enter 2015.

2. Inthe Dept field, enter the data from your student data card.

3. Click Browse.
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4. Observe the amount in the Current Budget column.

WAFIS Jump to ESUMITL2 | 4| Go @Home ﬁ?etsona\lze @Accesswblmy |E App Help f About Q

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Budget Structure 91 Level 2 ESUM
Message Center
Elfseach Browse Clear
Page Search BFY : 2015
= Document Catalog Dept: 107
Appr Cat :
Report Search
Fund :
& History Appr Unit :
[ Favorites Div:
Detail :
[ Administration etail ﬂ
BFY Dept ApprCat Fund ApprUnit Div Current Budget PI ed Actual Exp L I L
~ 2015 107 $1,000,000.00 $0.00 $18,999.99 $169,276.00 $811,72401  $811,724.01
First Prev Next Last
1
BFY Dept ApprCat Fund ApprUnit Div Current Budget Pi ed Actual Exp L i L I d
¥ 2015 107 $1.000,000.00 $0.00 $18,999.99 $169,276.00 $811,724.01  $811,724.01
First Prev Next Last
& Dept Expense 91: Level 2

Menu Back

C. Close the page.

1. Click Home in the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

= Performed research using the Cash Balance query pages
= Performed research using the Balance Sheet query pages

= Performed research using the Expense Summary query pages

Check Your Progress

1. The Cash Balance Detail Query page updates the Cash Balance Summary and Cash Balance Pool
Query pages.
a. True

b. False

2. The Fiscal Year Balance Sheet Detail query page displays the same balance sheet details as the ITD
Balance Sheet Detail except that it includes:
a. Fiscal year beginning balance

b. Fiscal year projected balance
c. Fiscal year ending balance
d. Bothaandc
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4. DECENTRALIZED CHART OF ACCOUNTS ELEMENTS

Learning Objectives

In this lesson, you will:

= |dentify available decentralized Chart of Accounts elements in AFIS

= Create decentralized Chart of Accounts codes

Lesson Overview

The COA is a key component of AFIS and is comprised of a set of reference tables used to validate codes
entered on system transactions. The COA has two functions:

= Provides a centralized uniform set of codes to recognize expense, revenue, and balance sheet
transactions across the State

= Provides decentralized codes for agencies to meet their own business tracking, reporting and
budgeting needs

This lesson will identify decentralized COA codes that are available for department use and review the
process of adding decentralized COA codes.

4.1. Decentralized COA Codes

Decentralized COA elements are maintained at a department level. Department level managers with the
appropriate security have the ability to add new elements, modify existing elements, and delete existing
elements within their departments. The available decentralized COA elements are: Department Object,
Department Revenue Source, Location, Activity, Function, and Task.
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Department Object

The Department Object (DOBJ) table allows users to establish valid department Object codes and
associated information related to the Object. Objects of expenditure appear in the expense budget and
on spending transactions. This is a fund accounting Chart of Accounts element that represents what is
being funded at the department level. This table allows users to add, delete, and maintain the
Department Object codes used by the department. Each code must be unique within a fiscal year and

department.

WAFIS Jump to:| DOBJ ﬁ\@ @Home é’-"F‘Ersonahze @Accessibility IﬂAppHe\p f’ About E

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Welcome, Student 7

Training - Financial Department Object
# Message Center Menu Back
[F] Search
Page Search Fiscal Year Department Dept Object Name Active
@ Document Catalog v 2014  ADA 3200 NETWORK ADMIN COCHISE COUNTY Yes
Report Search 2014 ADA 3210 NETWORK ADMIN COLORADO CITY  Yes
2014 ADA 3220 NETWORK ADMIN COTTONWOOD Yes
@ History 2014 ADA 3260 NETWORK ADMIN FLAGSTAFF Yes
[ Favorites 2014 ADA 3280 NETWORK ADMIN GRAND CANYON  Yes
& Administration First Prev Next Last

Save Undo Delete Insert Copy Paste Search ’.

¥ General Information

*Fiscal Year : 2014 ﬂ Effective From : E
2
1 “Department : zna g Effective To : m
*Dept Object : 3200 Active :
“Name : NETWORK ADMIN COC Budgeting :
“Short Name : |COCHISE Description :
Contact : ﬂ
&
b Rollups
Top
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Department Revenue Source

The Department Revenue Source (DRSRC) table allows users to establish valid Department Revenue
Source codes and associated information related to the Department Revenue Source. Objects of
revenue appear in the revenue budget and on transactions. This is a fund accounting Chart of Accounts
element that represents what is being funded at the department level. This table allows users to add,
delete, and maintain the Department Revenue Source codes used by the department. Each Department
Revenue Source code must be within a fiscal year and department.

MAFIS Jump to: DRSRC 4| Go @Home Jb Personalize @Accessmillty | AopHelp . About @

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Department Revenue Source

Message Center Menu Back
[E] Search
Page Search Fiscal Year Department DeptRevenue Name Active
& Document Catalog ~ 2014  AGA 4211 FEDERAL GRANTS Yes
Report Search 2014 AGA 4231 STATE AND LOCAL GOVERNMENT GRANTS Yes
2014  AGA 4347 INTER AGENCY REVENUE LEGAL Yes
H History 2014 AGA 4356 ATTORNEY GENERAL LEGAL SERVICES Yes
[# Favorites 2014 AGA 4369 INTER AGENCY REVENUE OTHER Yes
& Administration First Prev Next Last

Save Undo Delete Insert Copy Paste Search ..

¥ General Information

*Fiscal Year : 2014 g Effective From : E
4 “Department : o g Effective To : 0,
“Dept Revenue : 4211 Active :
*Name : FEDERAL GRANTS Budgeting :
“Short Name : FEDERAL GRANT Description :
Contact : g
» Rollups

b Extended Description

Top
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Location
The Location (LOC) table allows users to define Location codes and associated information related to the
Location and are required for fixed assets.

MAF'S Jump to:{ LOC 3|@ @Home ﬁPersonalfze @Accessibillty EApp Help f’ About @

Welcome, Student 7 Procurement | Budgeting = Accounts Receivable | Accounts Payable

Training - Financial Location ~
Message Center Menu Back
[F Search
Page Search Department Location Name Active Effective From Effective To
& Document Catalog ~ 100 100A Loc A Dept 100 Yes
100 100B Loc B Dept 100 Yes
Report Search
101 101A Loc A Dept 101 Yes
[ History 101 1018 LocB Dept 101 Yes
[+ Faverites 102 102A Loc A Dept 102 Yes
# Administration First Prev Next Last

Save Undo Delele Insert Copy Paste Search ..

+ General Information

“Department : g g Effective From :
“Location : [100A Effective To : 0
“Name : | oc A Dept 100 Active :
*Short Name : |oc A Dept 100 Budgeting :
Contact Code : g Description : |Loc A Dept 100
Address 1:
Address 2 :
City : Longitude :
s::: Q Latitude :
County : g
Country : g
P Rollups
Top W
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Activity

The Activity (ACTV) table allows users to define valid Activities. An Activity is an internal program that is
defined for budgeting and/or reporting purposes. Each Department within AFIS can define a separate
set of Activity codes, and while they must be unique within a Department, they do not need to be

unique across Departments.

MAFIS Jump to:| ACTV 2|@ @Home éb Personalize @Accesswbility IEApp Help (\‘ About Q

Welcome, Student 7 Procurement Budgeting Accounts Receivable | Accounts Payable

Training - Financial Activity
Message Center Menu Back
[ Search
Page Search Fiscal Year Department Activity Name  Active
& Document Catalog v 2014 ADA 0110 Operations  Yes
2014 ADA 0120 SetAside  Yes
Report Search
2014 ADA 0210 GT Popstats Yes
H History 2014 ADA 0220  Adotlsa  Yes
[+ Favorites 2014 ADA 0230 Ui Yes
# Administration First Prev Next Last
Save Undo Delete Insert Copy Paste Search @B
¥ General Information

*Fiscal Year : 5gq4 g Effective From : |
“Department : app g Effective To : m
*Activity : 0110 Active :
“Name : Operations Budgeting : ||
=Short Name : Operations Description :
Contact Code : g

» Rollups/CAFR

» Extended Description

Top
Populate for All Depariments

Function

The Function (FUNC) and Function Inference (FUNCINF) tables allow users to define Function codes and
their corresponding inference information for their Chart of Accounts structure. Each Department with
AFIS can define a separate set of Function codes, and while they must be unique within a Department,
they do not need to be unique across Departments.
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Functions inference tables provide hard inference COA elements, like an Accounting template provides

soft inference COA elements.

<AFIS

Welcome, Student 7

Jump to:| FUNCINF

Procurement

2| co]

Budgeting

Accounts Receivable

@Home é’-"Personahze @Accessmillty lﬂAppHe\p f’ About

Accounts Payable

Training - Financial Function Inference ~
# Message Center Menu Back
=] Search
Page Search Fiscal Year Department Function
@ Document Catalog v 2014 ABA 46030
2014 ADA 46030
Report Search
2014 ADA ASET3A03
E| History 2014 DTA FAZ2
[+ Faverites 2014 HCA HOSPCOLLEC
& Administration 2014 IDA 20690
2014 LLA SYSTEST
2015 100 1005205
2015 101 1015205
2015 102 1025205
4 First Prev Next Last
Save Undo Delefe Insert Copy Paste  Search
“Fiscal Year: oqq4 g Dept Object : g
“Department : [ yga & Dept Revenue : g
BOARD OF ACCOUNTANCY .
“Funetion : (45030 2 BetEIDE Q
PS, ERE & OTHER OPERATING Location : g
Fund : 2
AB2001 Q Sub Location : ﬂ
BOARD OF ACCOUNTANCY FUND =
Sub Fund : Q Activity : g
ApprUnit: Ap510000 2 Sub Activity : g
Operating Lump Sum Appropriation A
Unit: g Reporting : Q
Sub Unit: g Sub Reporting : @
. W
Ohiact - al Task : 1000 &

Task

The Task (TASK) table allows users to define valid tasks in the AFIS system. A Task is an inter-program
that users must use for budgeting and reporting purposes.

Jump to: TASK

Welcome, Student 7

Training - Financial

Procurement

2 o

Budgeting

@Hnme é’-"Personahze @Accesswbihty IEAppHe\p f’ About @

Accounts Receivable | Accounts Payable

Message Center

[ Search
Page Search Department Task Name
& Document Catalog v 100 100000 Instructor Division Yes
101 101000 Student 1 Division Yes
Report Search
102 102000 Student 2 Division Yes
H History 103 103000 Sludent 3 Division Yes
[+ Favorites 104 104000 Student 4 Division Yes
& Administration First Prev Next Last
Save Undo Delete Insert Copy Paste  Search

“Department : g Effective From :
*Task : 100000 Effective To :

“Name : Instructor Division Active :

1 “Short Name : |nstructor Div Budgeting :
Contact Code : g Description :

Menu Back

Active Effective From Effective To

e
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Sub Task
The Sub Task (STASK) table allows users to define valid sub tasks in the AFIS system. A Sub Task is an
inter-program that users must use for budgeting and reporting purposes.

WAFIS Jump toz| STASK ﬁ\@ @Home ﬁPersonahze @Accessmihty l@ App Help .(\ About

Welcome, Student 7 Procurement | Budgeting = Accounts Receivable | Accounts Payable

Training - Financial Sub Task
[# Message Center Menu Back
[F Search
Page Search Department Task Sub Task MName Active Effective From Date Effective To Date
& Document Catalog ~ 100 100000 987654 Instructor Yes
101 101000 987654 Student 1 Yes
Report Search
102 102000 987654 Student2 Yes
& History 103 103000 987654  Student3 Yes
[ Favorites 104 104000 987654 Student 4 Yes

[ Administration First Prev Nexi Last

Save Undo Delete Insert Copy Paste Search

*Department : ;oq g Effective From Date : |l
*Task : 1gpooo g Effective To Date : [
4 *Sub Task : 937654 Active :
*Name : |nstructor Allowed for Budgeting :
“Short Name : nstructor Description :
Contact Code : Q

AcTiviTY 4.1
Add Decentralized COA Codes

Scenario
You need to create new COA codes for your department.

Setup
v User is logged into the AFIS Home Page.

Steps
A. Create a Department Object code.
1. Inthe Jump to field, enter DOBJ.
Click GO
Click Insert.
In the new Department Object, in the Fiscal Year field, enter the current fiscal year.
In the Department field, enter the data from your student data card.
In the Dept Object field, enter the data from your student data card.

In the Name field, enter the data from your student data card.

©® N o v B~ w N

In the Short Name field, enter the data from your student data card.
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9. Click Save.
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< AFIS

Welcome, Student 7

Training - Financial

[F Message Center
= Search
Page Search

[ Document Catalog
Report Search
[# History
[# Favorites

[+ Administration

Department Object

Jump to: DOBJ

Procurement | Budgeting | Accounts Receivable

g\ﬂ @Home ﬁ?ersonahze @Accesmbil\ty IﬂAppHelp (" About @

Accounts Payable

Fiscal Year Department

2014 ADA

2014  ADA
2014 ADA
2014 ADA
First Prev Next Last

Save Undo Delete Insert Copy Paste

@ General Information

Dept Object

3200

3210
3220
3260

Name Active
NETWORK ADMIN COCHISE COUNTY Yes
Yes
NETWORK ADMIN COLORADO CITY  Yes
NETWORK ADMIN COTTONWOOD Yes
NETWORK ADMIN FLAGSTAFF Yes

search @k

Menu Back

“Fiscal Year : 515 ﬂ Effective From : /|
&
*Department : 57 ﬂ Effective To : |
&
“Dept Object: 1234 Active :
“Name : Student 7| Budgeting :
“Short Name : Student 7 Description :
Contaet : g
P Rollups

Top

1. Inthe Jump to field, enter ACTV.

Click Insert.

B. Create an Activity code.

In the new Activity, in the Fiscal Year field, enter the current fiscal year.

In the Department field, enter the data from your student data card.

In the Name field, enter the data from your student data card.

2
3
4
5. Inthe Activity field, enter ACT123.
6
7

In the Short Name field, enter the data from your student data card.
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8. Click Save.
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<AFIS

Welcome, Student 7

Training - Financial

Message Center

[+ Administration

Activity

Jump to: ACTV

Procurement

Accounts Receivable

3\@ @Home f’?ersona\ize @Accesswbility IﬂAppHeIp C About

Accounts Payable

First Prev Next Last

Save Undo Delete Insert Copy Paste

¥ General Information

[ Search
Page Search Fiscal Year Department Activity = Name  Active
@ Document Catalog 2014 ADA 0110  Operations Yes
v Yes
Report Search
2014 ADA 0120  SetAside  Yes
B History 2014 ADA 0210 GfPopstats Yes
[ Favorites 2014 ADA 0220  Adotlsa  Yes

search @k

“Fiscal Year : 5045 g Effective From : |z
4 | -Department: ;o7 g Effective To : li]
“Activity 1 ACT123 Active :
*Name : Student 7 Budgeting :
*Short Name : Sludemﬂ x Description :
Contact Code : g

» Rollups/CAFR

b Extended Description

Top
Populate for All Departments

C. Close out and return to the Home Page.

1. Click Home in the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

= |dentified available decentralized Chart of Accounts elements in AFIS

=  Created decentralized Chart of Accounts codes

Check Your Progress

1. Which of the following is a decentralized COA code?

a. Fund

b. Department

c. Object

d. Activity
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5. INTERNAL PURCHASE ORDER

Learning Objectives

In this lesson, you will:

= |dentify the State workflow process for Internal Purchase Order documents
= Examine the Internal Purchase Order document

= (Create an Internal Purchase Order document

= Research the updates made by the Internal Purchase Order document

= Cancel an Internal Purchase Order document

Lesson Overview

In AFIS, Accounting transactions can take place between State Departments and within State
Departments. When a transaction takes place between Departments it is called an Inter-Agency
transaction. When a transaction takes place within a Department it is called an Intra-Agency transaction.

When recording an Inter-Agency transaction, one Department is the buyer and another Department is
the seller. If the transaction involves appropriated funds and is for an amount greater than or equal to
$1000, the transaction requires the submission and approval of an Internal Purchase Order (IPO)
document, which is used to establish in Internal Encumbrance for the buyer Department’s
appropriations.

5.1. State Workflow Approval Process Overview

This is a State designed process; your department may have different requirements. This process is
referenced in GL-TB-001 and represented by Figure 1 below.

1. Avrequest is received by the department end user for the creation of an Internal
Encumbrance. The request may be related to an internal service agreement established with
ADOA or some other type of agreement with another department that impacts
appropriated funds requiring an encumbrance. Note: This process is required if the expense
is for appropriated funds and greater than or equal to $1,000.

2. The department creates an Internal Purchase Order (IPO) transaction that encumbers
monies. Chart of Accounts information is entered on the IPO document.

3. Theinitiating department is responsible for review and approval of the transaction. If the
transaction is setup incorrectly, the approver may reject the transaction back to Step 2 of
the process. If the review and approval finds the document information complete, then
proceed to Step 4.
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4. The final approver in the process approves the transaction and the document is submitted
to final status and updates the appropriate Accounting Journals and Budget
Structures/Inquires.

Figure 1: Workflow Process Diagram for IPO Document (GL-TB-001)

No Approved? Yes—l

Step 4
Step 3 Submission
Department and Updates
Approvers to JACTG

y
Step 1 Step 2
Request Received for Data Entry and

Encumbrance Submission of IPO
(required if > $1,000) S

5.2. Internal Purchase Order Document Components

The Internal Purchase Order document has 4 components that contain the information for the
processing of the internal encumbrance transaction: the Header, Vendor, Accounting and Posting
components. Figure 2 shows the structure of the Internal Purchase Order document components.
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Header

The Header component stores values that apply to all components of the IPO document.

Internal Purchase Order Header — General Information Tab

The General Information tab contains descriptive fields and date information common to most
document headers. The Header contains fields for Document Name and Description and displays
amounts for the entire document.

WAF'S Jump to: ACTV g|@ @Home &E’F‘ersona\fze @Accessibility EApp Help ﬂ'ﬁ About E

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

_ﬁi
= List View
LU EIE RGBT Extended Description | Contact | Document Information
Document Name: Billing Location: ﬁ |
Shipping Location: 4+
Record Date: B
Delivery Date:
Budget FY: W 2
Cited Authority: &
Fiscal Year: =
. Actual Amount: $0.00
Period:
Closed Amount: $0.00
Document Description:
N Closed Date:
Open Amount: $0.00
Referenced Amount: $0.00
H save | ) undo

Vendor Total Lines: 0 Vendor Line: none Vendor C: : none  Legal Name: none ]
Accounting Total Lines: 0 Accounting Line: none Line Amount: none Line Open Amount: none
Posting Total Lines: 0 Posting Line: none ]
[ Copy | Validate | | £3 submit| [ [ Discard | & Print | [ Processing~ | [ Workfiows | [ Filew | '3 Close |

The Vendor component is used for external Vendor information so it will not be used in the internal
encumbrance or internal exchange transaction process. Users will only need to insert a line in the
Vendor component in order to make the Accounting component available.

Accounting
The Accounting component records the Chart of Accounts information used when posting the IPO
document to the Accounting Journal and updating budgets.
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Internal Purchase Order Accounting — General Information Tab
The General Information tab contains descriptive fields and date information. The set of available Event
Types in the pick list represent internal encumbrance event codes.

WAFIS Jump to: ACTV 3‘ @ Home: éz’ Personalize @Accessihillty B App Help f, About @

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable
Internal Purchase Order{IPO) Dept: 107 ID: 150404000008 Ver.: 1 Function: New Phase: Draft EI i
Header £
Vendor Total Lines: 0 Vendor Line: none Vendor Customer: none Legal Name: none 2}
ountina o ines: [ ina Line: none in - nOone ina Ope A aunt: none =
Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type ~
From 0 to 0 Total: 0
= List View
[TV CIE N T BTG | Reference | Fund Accounting | Detail Accounting n
—
Event Type: & Budget FY:
Accounting Template: 3 ‘ Fiscal Year:
¥
Line Description: Period:
Line Closed Amount:
Line Amount:
Line Closed Date:
Reserved Funding: Line Open Amount:
Roll Indication 1: [ | Referenced Line Amount:
Roll Indication 2: [ ] Outyear Adjustments v
Amount:
ED B« E4 Edit with Grid |
Posting Total Lines: 0 Posting Line: none |E] |
[[@ copy| [E) Validate | E3 Submit| | [ Discard | [ & Print | | Processing~ | | Worldiow | | B3 Close |

54



AFIS | General Accounting

Internal Purchase Order Accounting — Fund Accounting Tab

The Fund Accounting tab contains Chart of Accounts (COA) elements that affect budget structures or
accounts that will be updated by the Internal Purchase Order. The COA data entry requirements are
controlled by the Event Type entered on the Accounting line.

AFIs Jump to: ACTV £|@ @ Home f’ Personalize @Accessibility B App Help f' About @

Welcome, Student 7 Procurement Budgeting Accounts Receivable | Accounts Payable

Internal Purchase Order(IPO) | Dept: 107 ID: 150404000009 Ver.: 1 Function: New Phase: Draft j

Header #
Vendor Total Lines: 0 Vendor Line: none Vendor Customer: none Legal Name: none 2]
A ntina ota ines: 0 Acco tina Line: e in - none ine Opean A ount =
Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type
From 0 fo O Total: 0
= List View
General Information | Reference QLG EXIIIL M Detail Accounting ﬂ
Fund: 4+ Object: 4 OBSA: 4+
Sub Fund: | Sub Object: & Sub OBSA: &
]
Department: & Revenue: & Dept Object: &
Unit: & Sub Revenue: & Dept Revenue: &
Sub Unit: 2| BSA: @
Appr Unit: & Sub BSA: &
EX] (2N E4 Edit with Grid |
Posting Total Lines: 0 Posting Line: none 2] |
[ Copy | Validate | [ £3 submit| [ [3 Discard | & Prnt | | Processing~ | [ woridiows | [ Fitex | [ £3 Close |
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Internal Purchase Order Accounting — Detail Accounting Tab

The Detail Accounting tab contains decentralized Chart of Accounts (COA) elements that help to further
identify the Internal Purchase Order and apply it to particular Location, Activity, Function, Reporting,
Task, and Program codes.

MAF'S Jump to:| ACTV g|@ @Hume &bF‘ersonalfze @Accessibil\ty EApp Help f About E

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable
Internal Purchase Order(IPO) | Dept: 107 ID: 150404000009 Ver.: 1 Function: New Phase: Draft j
Header =
Vendor Total Lines: 0 Vendor Line: none Vendor C: : none  Legal Name: none 2]
A ountina ota ines: 0 Acco tina Line: none ine Amo - none ine Open Amount: none
Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type
From 0 fo O Total: 0
= List View
General Information | Reference | Fund Accounting aS=HECILILYTLT ﬂ
Location: & Reporting: 4| Major Program:
Sub Location: & Sub Reporting: & Program: &
d
Activity: & Task: a Phase: &
Sub Activity: ﬁ\ Sub Task: ﬁ\ Program Period: i\
Function: 4| Task Order: 4
Sub Function: &
ED B4 E4 Edit with Grid
Posting Total Lines: 0 Posting Line: none #H |
[® Copy | Validate | [ £3 submit| [ [ Discard | & Frint | | Processing= | [ Workflow= | _Filex | | E3 Close |

Posting

The Posting component shows the accounting impact of the document. It shows values entered on the
other components such as the Chart of Accounts elements, as well as many values that were not
entered in the other components. No data can be entered into this component; posting lines are
generated from the rest of the document data. Click the Eye icon to expand the posting details.
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The Posting component will only show the posting lines for one Accounting Line at a time. To see the
Posting Lines for a different Accounting Line, click on the Accounting component, select another
Accounting Line, and then click the Posting component.

%AFIS Jump to:| ACTV ﬁl@ @Hume &9 Personalize @Accessibihty lﬂApp Help (" About @

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable
Internal Purchase Order(IPO) | Dept: 107 ID: 150404000009 Ver.: 1 Function: New Phase: Draft j 5 04/04/20
Header H
Vendor Total Lines: 0 Vendor Line: none Vendor C: : none  Legal Name: none =
Accounting Total Lines: 0 Accounting Line: none Line Amount: none Line Open Amount: none (2]
Line ER Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
From 0 to 0 Total: 0
¥
[ Copy | [ Validate | E4 Submit ‘ [ Discard | & Print ‘ Processingw | | Workflows ‘ Fiew | B3 Cloae|

5.3. Internal Purchase Order Data Entry

The data entry requirements for an Internal Purchase Order document are minimal. The two
components that require the user input are the Header and the Accounting components.

Header

In the Header component of the Internal Purchase Order, the only required field is the field on the
General Information tab. Users can enter a date or allow this field to default based on the current
system date when the document is submitted.

= Record Date — Enter a date or allow the system to default during document submission
= Budget FY — Enter a year or allow the system to default based on the Record Date
= Fiscal Year — Enter a year or allow the system to default based on the Record Date

= Period — Enter a valid value or allow the system to default based on the Record Date

Vendor
The Vendor component is not used on the Internal Purchase Order. Users must insert a line in the
Vendor component because the Vendor line contains the Accounting lines below it. However, after
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inserting a line on the Vendor component, all fields are left blank and the user continues data entry on
the Accounting lines.

Accounting

The Accounting component is the where the majority of the data entry takes place. Users must first
insert a line and then complete the required fields on the General Information and Fund Accounting
tabs.

Accounting — General Information
The required fields on the General Information tab are:

= Event Type — Enter an appropriate Event Type or select one from the pick list
= Line Amount — Enter an amount for the current line

The other fields on the General Information tab are optional, and include description and date
information. This tab is also where the user can select an Accounting Template which will infer COA
elements on the Fund Accounting and/or Detail Accounting tabs.

Accounting — Fund Accounting
The required fields on the Fund Accounting tab are:

=  Fund - Enter the Fund code

= Department — Enter the Department code

=  Unit — Enter the Department Unit

= Appr Unit — Enter the Appropriation Unit code
=  Object — Enter the Object code

= Task — Enter the Task

The other fields on the Fund Accounting tab are optional but may be used to further identify the COA
elements on the transaction.

Accounting — Detail Accounting
All of the fields on the Detail Accounting tab are optional; however the Function field can be used to
infer the necessary COA elements.

Posting
No data can be entered into this component; posting lines are generated from the rest of the document
data.

5.4. Create an Internal Purchase Order

An internal transaction may or may not include an encumbrance for the buyer department. When an
encumbrance is required, it is the buyer department (sending a payment) that creates the Internal
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Purchase Order (IPO) document. Internal Purchase Order documents are created by navigating to the
Document Catalog and creating a new document. When submitted and approved by the department
level approver, the document updates the Accounting Journal (JACTG).

AcTivity 5.4
Create an Internal Purchase Order (IPO) Document

Scenario
You have received a request to create an Internal Purchase Order (IPO) to record an internal
encumbrance on funds.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Create a new Internal Purchase Order document.
1. Inthe Secondary Navigation Panel, click Search.
Click Document Catalog.
Click the Create link.
In the Document Code field, enter IPO.

In the Dept field, enter the data from your student data card.

A T

Check the box for Auto Numbering.
WAFIS Jump to Q\E @ Home &9 Personalize @Accessmillty lg App Help "‘ About

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Training - Financial Document Catalog

Message Center

Search 1}
[= Search
Page Search + Document Identifier
[ Document Catalog Code: |pg g Unit:

Dept. : 107 ID:
Report Search

[ History ¥ Other Options
Auto Numbering :
Create Template : ||

[+ Favorites

F Administration

Create

4 Menu
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7. Click Create. The new IPO document opens to the Header component.

Welcome, Student 7 Procurement | Budgeting = Accounts Receivable | Accounts Payable

WAF'S Jump to: 3\@ @ Home: &37 Personalize @Accessibil\ty Iﬂ App Help f About @

Internal Purchase Order(IPO) | Dept: 107 ID: 150404000010 Ver.: 1 Function: New Phase: Draft j
= ListView |
Extended Description | Contact | Document Information
Document Name: Billing Location: ﬁ\
Shipping Location: &
Record Date: /| PpINg Focation &
Budget FY- Delivery Date: B
Cited Authority: 4|
Fiscal Year:
N i Actual Amount: $0.00
Period:
Closed Amount: $0.00
Document Description:
Closed Date:
v
H save | %) Undo
Vendor Total Lines: 0 Vendor Line: none  Vender Customer: none Legal Name: none [
Accounting Total Lines: 0 Accounting Line: none Line Amount: none Line Open Amount: none H
Posting Total Lines: 0 Posting Line: none M
[ Copy | Validate | 2 submit| | [ Discard | & Print | | Processing | | Worktiow | | Filer | [ £3 Ciose |
B. Complete the Header component of the document.
1. Inthe Header component, on the General Information tab, in the Document Name field,
enter Internal Purchase Order.
2. Inthe Document Description field, enter Record an internal encumbrance on funds.
Extended Description | Contact | Document Information
Document Name: | Internal Purchase Order Billing Location: &
Shipping Location: 4
Record Date: /| Pping Socation &
Budget FY: Delivery Date: e
Cited Authority: @
Fiscal Year:
i Actual Amount: $0 00
Period:
Closed Amount: $0.00
Document Description: | Record an intemal encumbrance  #
on funds| v Closed Date: v
B Save || “3 Undo

C. Navigate to and complete the Vendor component of the document.
1. Onthe left side of the screen, click the Open Document Navigator arrow.

2. Inthe Document Navigator Panel, click Vendor.
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3. Inthe Vendor component, click the Insert New Line button (note: do not enter any Vendor
Information).

MAFIS Jump to: 2\@ @ Home: é‘-’ Personalize @Accessibil\ty IﬂApp Help f About @

Welcome, Student 7 Procurement | Budgeting = Accounts Receivable | Accounts Payable
Internal Purchase Order(IPO) | Dept: 107 ID: 150404000010 Ver.: 1 Function: New Phase: Draft j

Document Navigator X | = ‘
Header w & ine: 5 ' = ﬂ
Vendor
Vendor Line Vendor Customer Legal Name Line Amount ~
Accounting 0 i
fesligu From 1 o 1 Total: 1 Gotoline:[ | Go
— List View
[N AN L I Fund Accounting | Detail Accounting ﬂ
Vendor Customer: & Vendor Contact ID: 4|
Legal Name: Vendor Contact
Name:
Alias/DBA: Vendeor Contact v
- - . Phone:
[ Save| 4 Undo| |[E«InsertNewLine || [ Insert Copied Line | | E4 Editwith Grid |
Accounting Total Lines: 0 Accounting Line: none Line Amount: none )
Posting Total Lines: 0 Posting Line: none =
[ Gopy | valigate | [£3 submit| [ Discard | & Frint | | Processing= | | Worktlow | [ Filex | | 3 Close |

D. Navigate to and complete the Accounting component of the document.
1. Inthe Document Navigator Panel, click Accounting.
2. Inthe Accounting component, click the Insert New Line button.

3. Onthe General Information tab, in the Event Type field, enter PRO6.
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4. Inthe Line Amount field, enter $199.99.

WAFIS Jump to: 2\@ @ Home: és Personalize @Accessfbility IﬂApp Help (,, About @

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable
Internal Purchase Order(IPQ) | Dept: 107 ID: 150404000010 Ver.: 1 Function: New Phase: Draft j i

Document Navigator

Header
- Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type ~
‘endor
0 $0.00 i
Accounting
From 1 to 1 Total: 1 Go fo line: Go
Posting I:I J

= List View
[el=-L TN ET  ELLL | Reference | Fund Accounting | Detail Accounting a
—

Event Type: PR0OG £| Budget FY:
Accounting 4@ Fiscal Year:
Template:

Line Description: Period:

Line Closed

Amount:
Line Amount: 19999 % Line Closed Date: v

B Save| % Undo| | [2«InsertNewLine || [Eq Insert Copied Line | | EA Editwith Grid |

[ Copy | Validate | [ E3 submit| [ [5¢ Discard | & Print | | Processing~ | | workflow= | [ Fitex | | E3 Close |

Document Navigator (X . g — . g .
Header
From 1 to 1 Total: 1 Gotoline:| || Go A
Vendor
Accounting
Posting = List View
General Information | Reference EIGLEXLLIIN LN Detail Accounting n
Fund: | 9007 & Object: | 7599| | OBSA: &
Sub Fund: Al Sub Object: 4| Sub OBSA: 4|
Department: | 107 3\ Revenue: 3| Dept Object: 3|
Unit: | 0107 & Sub Revenue: & Dept Revenue: &
Sub Unit: & BSA: |
Appr Unit: | 1070000 & Sub BSA: &
W
H sae | 15} Undo | [+ Insert New Line ‘ [E4 Insert Copied Line | E4 Edit with Grid ‘
[ Gopy | Validate | | E3 Submit | | [ Discard | & Pint | | Processing= | Workflow | | Fite~ | | £ Close |

Click the Fund Accounting tab.

In the Fund field, enter the data from your student data card.

5
6
7. Inthe Department field, enter the data from your student data card.
8. Inthe Unit field, enter the data from your student data card.

9

In the Appr Unit field, enter the data from your student data card
10. In the Object field, enter 7599.

WAFIS Jump to: E\ﬂ P Home & Personalize (R Accessibility [l App Help <, About | (5]

Welcome, Student 7 Procurement Budgeting Accounis Receivable = Accounts Payable

Internal Purchase Order(IPQ) | Dept: 107 ID: 150404000010 Ver.. 1 Function: New Phase: Draft j

11. Click the Detail Accounting tab.
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12. In the Task field, enter the data from your student data card.

WAFIS Jump to: $|ﬂ P rome 2 Personaize (X Accessivilty [ app el ¢ Aot (]

Welcome, Student 7 Procurement | Budgefing = Accounts Receivable | Accounts Payable

Internal Purchase Order{(IPO) Dept: 107 1D: 150404000010 Wer.: 1 Function: New Phase: Draft j
Daecument Navigator - - = 5 I I = I “ " I o i I | T
Header
From 110 1 Total: 1 Gotoline: Go
[l ~
Accounting
Posting = List View
General Information | Reference | Fund Accounting [aE ety ¥ < |
Location: 3\ Reporting: 3| Major Program:
Sub Location: 4| Sub Reporting: 4| Program: &
Activity: & Task: 107000 | 4R Phase: 4|
Sub Activity: 3\ Sub Task: 3\ Program Period: 3|
Function: 4| Task Order: 4|
Sub Function: &
W
i Save || 5 Undo | | B« Insert New Line || [ Insert Copied Line | | £ Ediit with Grid
5 an‘ Validmze‘ E3 Submil| [& D\scard| = F‘rinl| Processing Workl!ow'| Filew | | E3 Close‘

E. Check the IPO document for errors and submit it.

1. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again. If the validation is successful, the following message is displayed in
the upper left corner of the screen: “Document validated successfully.”

< AFIS

view All 1 of 2 | i Document validated successfully

2. Click the Submit button to submit the document for approval. If the submission is
successful, the following message is displayed in the upper left corner of the screen:
“Document submitted successfully - Pending Approval.”

< AFIS

Wiew All 1 of 2 | @ Document submitied successfully

3. Record the Document ID of this document. #

4. Click Close to return to the Document Catalog.

5. Click Home in the Primary Navigation Panel to return to the Home Page.
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5.5. Research Updates Made by Internal Purchase Orders

The Internal Purchase Order (IPO) document updates the Accounting Journal (JACTG) along with other

journal and budget tables.

AcTiviTy 5.5
Research the Updates Made by the Internal Purchase Order

Scenario

You want to verify that the Internal Purchase Order exists by searching the Accounting Journal.

Setup

v" User is logged into the AFIS Home Page.

Steps

A. Navigate to the Accounting Journal.

1.

In the Jump to field, enter JACTG.

2. Click Go.

B. Search for the Internal Purchase Order document.

1.

2
3.
4

64

In the Search window,
In the Department field, enter the data from your student data card.
In the Doc ID field, enter the data from your student data card.

In the Doc CD field, enter IPO
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5. Click Ok.

wAFIs Jump fo: JACTG ﬁ\ﬂ @Home ﬁ Personalize @Accessimhbf EApp Help f‘ About

Welcome, Student 7 Procurement Budgeting Accounis Receivable Accounts Payable

Training - Financial Accounting Journal A
Message Center Menu Back
= Search
Page Search Run Tm Dy Doc Pstng Ln DriCr Pstng Am
Document Catalog « 04/05/2015 PO, 107.150404000010.1 1 D 5199 99
04/05/2015 [P0, 107 1504040000101 1 C {$199.99)
Report S h
SECL e First Prev Next Last  Download
Histol
L4 Copy Search #b
Favorites
Calculated Amount :
ST T Calculate Total
¥ General Accounting
4 Doc Record Date : ga/pa/2015 [E] Posting Pair: &
Fiscal Period : 10 Posting Code : poos
Fiscal Year : 2015 DriCr: p
Budget FY : 2015 LnFunc: siangard ||
Fiscal Quarter : 4 Pstng Am: £199.99
Event Category : pR, IncriDers : |
Event Type : PROG Run Tm: 04052015
Bank Account :
b Fund Accounting
b Organizational
b Cost Accounting v

C. Observe the document information in the Accounting Journal.
1. Select the line for the IPO document in the grid.
2. Observe the sections displayed in the scalar.
3. Click the Document link in the grid. The IPO document opens.
4. Explore the document in read-only mode.
D. Close out and return to the Home Page.
1. Click Close in the IPO document screen.

2. Click Home in the Primary Navigation Panel to return to the Home Page.

5.6. Modify/Cancel an Internal Purchase Order

When an Internal Purchase Order (IPO) document contains errors, it must be modified or cancelled
depending on the document phase. If the document is in Draft phase pending approval, then it can be
modified by editing the existing document, or cancelled by discarding the existing document. If the
document is in Final phase, then it cannot be edited, it can only be discarded and replaced with a new
document. When discarding a document in Final phase, a Cancellation version of the document is
created in Draft phase and must be submitted for approval in order to reverse out the changes
processed by the original document.
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ACTIVITY 5.6
Create a Cancellation Version of an Internal Purchase Order Document

Scenario
You have received a request to cancel an Internal Purchase Order document that was created in error.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Search for the Internal Purchase Order document.
1. Inthe Secondary Navigation Panel, click Search.
Click Document Catalog.

In the Code field, enter IPO.

In the Dept. field, enter the data from your student data card.

2
3
4
5. Inthe ID field, enter the Document ID created in Activity 5.4.
6. Click Search.

7

In the grid, click the ID link for the IPO document. The document opens.

%AFIS Jump o] JacTG 3|ﬂ P Home S Personalize () Accessiviity [ App Help . About

Procurement Budgeting Accounts Receivable Accounts Payable

Welcome, Student 7
iewi All 1 of 1 | @ This posting is not allowed by BFY Profile A, stage 3 (A2079)

Internal Purchase Order(IPO) | Dept: 107 1D: 150404000010 Ver.: 1 Function: New Phase: Final -

S e o w
Header
= List View

Vendor

_ fer NG (L Extended Descripion | Confact | Document Information
Accounting

Posting Document Name: Intemal Purchase Order Billing Location: &
Shipping Location: 4
Record Date:  04/04/2015 = =
Delivery Date: B
Budget FY: 2015
Cited Authority: &

Fiscal Year: 2015
Actual Amount: $199.99
Period: 10
Closed Amount: £0.00
Document Description: Record an intemnal encumbrance .
on funds v Closed Date:
Open Amount: 519999

Referenced Amount: 50.00

[ Edit| |3 Copy| | (% Copy Forward | [3¢ Discard | & Print| Processing~ | Workfiow | | File~ | | 9 Close |

B. Create a cancellation version of the Internal Purchase Order document.

1. Inthe document, click the Discard button.
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2. A pop-up window is displayed asking if you are sure, click Ok.

You have selected to discard the current document version, If that was
your intention, select OK, If not, select Cancel to return to the
document.

QK Cancel

3. The new Cancellation version of the document is created in Draft phase.

%AFIS Jump te:| JACTG 3|ﬂ ﬁa Home ‘ﬁ’ Personalize @Accessiblhw E App Help f‘ About

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Purchase Order({IPO) Dept: 107 ID: 150404000010 Ver.: 2 Function: Cancellation Phase: Draft j

4. Click Validate.

5. If the document validates successfully, click Submit.
C. Close out and return to the Home Page.

1. Click Close in the IPO document screen.

2. Click Home in the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

= |dentified the State workflow process for Internal Purchase Order documents
= Examined the Internal Purchase Order document

= Created an Internal Purchase Order document

= Researched the updates made by the Internal Purchase Order document

= Cancelled an Internal Purchase Order document

Check Your Progress

1. The Vendor information is required on an Internal Purchase Order.
a. True

b. False

2. AnInternal Purchase Order
a. Records a purchase of goods or services

b. Records a sale of goods or services
c. Records an internal encumbrance on funds
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6. INTERNAL EXCHANGE TRANSACTION

Learning Objectives

In this lesson, you will:

= |dentify the State workflow process for Internal Exchange Transaction documents
= Examine the Internal Exchange Transaction document

= Create an Internal Exchange Transaction document

= Research the updates made by the Internal Exchange Transaction document

=  Cancel an Internal Exchange Transaction document

Lesson Overview

The Internal Exchange Transaction (IET) document can be used to record both intra-agency and inter-
agency fund transfers in a single document. The expectation is that the COA and posting information for
both/all parties is known by the creator of the IET document. An IET document can reference and either
partially or fully liquidates an Internal Purchase Order (IPO) document.

6.1. State Workflow Approval Process Overview

This is a State designed process. Your department may have different requirements. This process is
referenced in GL-TB-002 and represented by Figure 3 below.

1. The department creates an IET based transaction that can adjust upwards or downwards
expenditures and/or revenues. The user may also ‘memo’ reference another transaction for
audit trail purposes (for example: payment previously paid out of an incorrect funding
stream).

2. Theinitiating department is responsible for review and approval of the transaction. If the
transaction is setup incorrectly, the approver may reject the transaction back to Step 1 of
the process. If the review and approval finds the document information complete, then
proceed to Step 3.

3. The final approver in the process approves the transaction and the document is submitted
to final status and updates the appropriate Accounting Journals and Budget
Structures/Inquires.
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Figure 3: Workflow Process Diagram for IET Document (GL-TB-002)

GLCOA-TB-001
Create IPO
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Approved?
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to JACTG

6.2. Internal Exchange Transaction Document Components

Documents in AFIS contain various components (sometimes referred to as ‘sections’). Internal Exchange
Transaction (IET) documents contain four components. Figure 4 illustrates the relationship between

these components.

Figure 4: IET Document Component Structure

Header
Exchange
Details

H

2" party
Accounting

]

Posting Line

Internal Exchange Transaction Header

The Internal Exchange Transaction Header component contains information that applies to the entire
document and has four tabs: General Information, 1** Party Information, Extended Description, and
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Document Information. The General Information tab is generally the only tab in the Header that users
will need to complete and is where users can enter Document Name, Document Description, and Date
information. The field for selecting the document Initiator is also on the General Information tab. The
Initiator is either the Provider/Seller (default) or the Receiver/Buyer. On the IET document, both party’s
information is entered into the same document and the Initiator field corresponds to the 1* party’s

information.
%AFIS Jump o] ET [ co| Prome SO personaize @) Accesswty |Gl Appten . Avout | (]
Procurement Budgedting Accounts Receivable Accounts Payable
[N oty LT 15t Party Information | Exdended Description | Document Information
Document Name: |nstructor Initiator: | Proy
Delivery Date:
Record Date: 10/0712014 Additional Information:
Budget FY: 2015
Fiscal Year: 2015
Period: 4
b
Document Description: |nstructor
Actual Amount: $500.00
Exchange Details Total Lines: 1 Line 1 Vendor Ci Legal Name:
2nd Party Accounting Total Lines: 1 Line 1 Line 5500.00
Posting Total Lines: 2 Posting Line: 1
F_dﬂ| @oopy| L‘“.’.cupyFomam| I}mscaru| @Pmt|Prwessmgv kaﬂuw'|Fle' Eiause|

70



AFIS | General Accounting

Internal Exchange Transaction Exchange Details

The Exchange Details section on the IET has some unique features. The Exchange Details component
contains tabs for General Information, 2" Party Information, 1°* Party Reference, 1° Party Fund

Accounting, 1* Party Detail Accounting, and 1* Party Service Dates. The General Information tab has

fields for selecting an Event Type and an Accounting Template, as well as a field for the Line Amount. If

the IET document references another document, that information is entered on the 1* Party Reference

tab. The COA elements for the initiator party are entered on the 1* Party Fund Accounting and 1% Party

Detail Accounting tab if necessary.

WAFIS Jump to:| 'ET &Iﬂ mHome ﬁPersunaize @Accessihity @AppHelp f‘ About @

Procurement Budgeting Accounts Receivable Accounts Payable

From 1 fo 1 Total: 1

Line Number Vendor Customer Legal Name Line Amount

[ G GETNO W 2nd Party Information | 15t Party Reference | 1st Parly Fund Accounting | 1st Party Detail Accounting | 15t Party Service Dates

Event Type

Go to line: l:lﬂ

5500.00 IND4

= List View

Event Type: 04 ﬁ| Bank: BK01 £|
Accounting Template: ‘ﬁ'|

Line Amount: $500.00

Calculated Amount: 5500.00

2nd Party Accounting Total Lines: 1 Line 1 Line $500.00
Posting Total Lines: 2 Posting Line: 1
[4 F_di‘t| K] an| EE.copyForwam| [ I:is:am‘ & Print ing ™ Worlmuw'| File © Eiclnse|

Internal Exchange Transaction - Event Types
The available Event Types for the IET documents are:

= [NZ1 - Expenditure Transfer

= [NZ2 - Revenue Transfer (Residual Equity)
= |NZ3 - Expenditure to Revenue Transfer

= INZ4 - Asset Transfer

= |NZ5 - Liability Transfer

= |NZ6 - Asset to Liability Transfer

= |NZ7 - Liability to Revenue Transfer

= INZ8 - Asset to Revenue Transfer

= |NZ9 - Asset to Expenditure Transfer

= |NZO - Liability to Expenditure Transfer
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Internal Exchange Transaction 2" Party Accounting

The 2™ Party Accounting component contains tabs for collecting the information on the 2 Party in the
transaction. In this component, the General Information, Reference, Fund Accounting, Detail
Accounting, and Service Dates tabs are available. An Accounting Template or Function can be used on
the 2™ Party Accounting component to infer the COA elements on the Fund Accounting and Detail

Accounting tabs.

WAFIS Jump to 1ET 2 co| | Pome & personcize @) Accessiiity [B] Apateln . Avout| (]

Procurement Budgeting Accounts Receivable Accounts Payable

Exchange Details Total Lines: 1 Line 1 Wendor C Legal Name:
Line Number Line Amount Event Type ~
1 $500.00 INO4
From 1 fo 1 Total: 1 Go to fine: I:l Go

List View
[ B EN Tl References | Fund Accounting | Detail Accounting | Service Dates o

H Event Type: N04 Budget FY: 2015
Accounting Template: 3| Fiscal Year: 2015
Line Description: Period: 4
Bank: BKD1 a&|
Billing Profile:
Line Amount: £500.00 AR Dept:
PY AccrualiClearing %: AR Unit: i
Posting Total Lines: 2 Posting Line: 1
[7 kct| [ 3 copy | | 5 copy Forward | [ [3¢ Discard | & prnt | [ ¢ ing ~ | | Workfiow ~ | | Fie ~ | |IE3 Close |
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Internal Exchange Transaction Posting

The Posting line does not require data entry by the user, it displays information that is gathered from
the other components of the document. Posting lines contain a summary of the Function, and
Debit/Credit posting codes and amounts contained in the Internal Exchange Transaction. The Eye icon
on the right displays the details for each posting line, reflecting the General Information, Fund
Accounting, and Detail Accounting for the Internal Exchange Transaction.

WAFIS Jump tof IET & co| | PHame 2 personaize R Accessiiity g ApaHelp . About

Weilcome, Student 7 Procurement Budgefing Accounts Receivable Accounts Payable

Internal Exchange Transaction(lET) Dept: 100 ID: 141007000013 Ver.: 1 Function: New Phase: Final -
Header
Exchange Details Total Lines: 1  Line Number: 1 Vendor Customer: Legal Name:
2nd Party Accounting Total Lines: 1 Line Number: 1  Line Amount: $500.00
- 1L 2_Posting Line: 1 =
s Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
AD01 Cash $500.00
! Hon-Standard RO24 internal CR sson00
D025 Internal CE $500.00
2 Hon-Stancard ADD1 Cash 5500.00
From 1 to 2 Total: 2 Gntoinel:lGﬂ
H
|—_.;-1 Edit ‘ @ Copy ‘ @.‘; Copy Forward ‘ & Discard | @ Print | Processing * Wnrklhw" File ¥ B Close: |

6.3. Internal Exchange Transaction Data Entry

The data entry process for the Internal Exchange Transaction document requires that the user know the
COA information for both parties in the transaction.

Header

In the Header component of the Internal Exchange Transaction document, the only required fields are
the Record Date and Initiator fields on the General Information tab. For the Record Date field, users can
enter a date or allow this field to default based on the current system date when the document is
submitted. For the Initiator field, the default is set to Provider/Seller, but can be changed to
Receiver/Buyer.

= Record Date — Enter a da te or allow the system to default during document submission
= Budget FY — Enter a year or allow the system to default based on the Record Date
= Fiscal Year — Enter a year or allow the system to default based on the Record Date

=  Period — Enter a valid value or allow the system to default based on the Record Date
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Exchange Details
The Exchange Details component is where the Initiator or 1** Party information is entered. Users first
must insert a line to begin data entry in this component.

Exchange Details — General Information
The required fields on the General Information tab are:

= Event Type — Enter an appropriate Event Type or select one from the pick list
= Line Amount — Enter an amount for the current line

The other fields are optional, but the Accounting Template field can be useful for inferring COA
elements on the 1* Party Fund Accounting tab.

Exchange Details — 1° Party Fund Accounting
On the 1% Party Fund Accounting tab, the fields can either be inferred by the Accounting Template or
entered by the user. The required fields on this tab are:

=  Fund - Enter the Fund code

= Department — Enter the Department code

=  Unit — Enter the Unit code

=  Appr Unit — Enter the Appropriation Unit code

=  Object — This field is conditionally required based on the Initiator or Event Type entered

= Revenue — This field is conditionally required based on the Initiator or Event Type entered

2" party Accounting

The 2™ Party Accounting component contains information that pertains to the 2™ Party in the
transaction. Users must first insert a line and then complete the required fields on the General
Information and Fund Accounting tabs.

2" Party Accounting — General Information
The required fields on the General Information tab are:

= Event Type — Enter an appropriate Event Type or select one from the pick list
= Line Amount — Enter an amount for the current line

The other fields on the General Information tab are optional, and include description and date
information. This tab is also where the user can select an Accounting Template which will infer COA
elements on the Fund Accounting and/or Detail Accounting tabs.
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Accounting — Fund Accounting
The required fields on the Fund Accounting tab are:

=  Fund - Enter the Fund code

=  Department — Enter the Department code

=  Unit - Enter the Unit code

=  Appr Unit — Enter the Appropriation Unit code

=  Object — This field is conditionally required based on the Initiator or Event Type entered

= Revenue — This field is conditionally required based on the Initiator or Event Type entered

The other fields on the Fund Accounting tab are optional but may be used to further identify the COA
elements on the transaction.

Accounting — Detail Accounting
All of the fields on the Detail Accounting tab are optional, however the Function field can be used to
infer the necessary COA elements.

Posting

No data can be entered into this component; posting lines are generated from the rest of the document
data.

6.4. Create an Internal Exchange Transaction

Internal Exchange Transaction (IET) documents are created using application pages stored in the
Document Catalog. The IET document initiator is either the Provider/Seller (Vendor) or the
Receiver/Buyer (Customer). This information is recorded in the Header component Initiator field, the
default is set to Provider/Seller. The value selected for the Initiator field determines which party’s COA
information is entered in the 1 party and 2™ party information components in the document.

When submitted and approved by the department level approver, the document updates the
Accounting Journal (JACTG) and associated tables.

AcTiviTy 6.4
Create an Internal Exchange Transaction (IET) Document

Scenario
You have received a request to create an Internal Exchange Transaction (IET) document to record an
internal transfer of funds.
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Setup
v' User is logged into the AFIS Home Page.

Steps
A. Create a new Internal Exchange Transaction document.
1. Inthe Secondary Navigation Panel, click Search.

Click Document Catalog.

Click the Create link.

In the Dept field, enter the data from your student data card.

2

3

4. Inthe Code field, enter IET.

5

6. Check the box for Auto Numbering.
7

Click Create. The new IET document opens to the Header component.

S AFIS

Jump to;| 'ET

Elﬂ @Home ﬁgg-’Personalze @Accessibity @AppHdp f’ About @

Welcome, Student 7 Procurement Budgeting Accounis Receivable Accounts Payable
Internal Exchange Transaction(lET) Dept: 107 1D: 150404000028 Wer: 1 Function: New Phase: Draft -
_ﬁ
= Lisl View
[RGBl 15t Party Information | Extended Description | Document Information
Document Name: Initiator: IPrnviderrSEIer v]
Delivery Date:
Record Date: E
Additional Information:

Budget FY:

Fiscal Year:

Period:

b
Document Description:
Actual Amount: 30.00
H Sava‘ 55 Unde

E Details Total Lines: 0 Line none  Vendor Ci none  Legal Name: none
2nd Party Accounting Total Lines: 0 Line none  Line Amount: none
Posting Total Lines: 0 Posting Line: none
[ copy | vaidate | | €1 submit | | [ Discard | & print | | Processing ~ | | workfow = | | Fie | | 3 close |

B. Complete the Header component of the document.

1. Inthe Header component, on the General Information tab, in the Document Name field,
enter Internal Exchange Transaction.

2. Inthe Document Description field, enter Record an internal transfer of funds.
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3. Inthe Initiator field, select Provider/Seller.

WAFIS Jump o IET Elﬂ P rome 2 Personaize () Accessiity [5] Appten . Avout| (G

Procurement Budgeting Accounis Receivable Accounts Payable

‘Weicome, Student 7
Internal Exchange Transaction(lET) Dept: 107 1D 150404000028 Wer: 1 Function: New Phase: Draft -

[RGBl 15t Party Information | Extended Description | Document Information
Document Name: | Internal Exchange Transaction Initiator: I.
Delivery Date:
Record Date: C
Additional Information:

Budget FY:
Fiscal Year:

Period:

b
Document Description: | Record an internal transfer of funds
Actual Amount: 30.00

ﬁb‘.ave‘ 55 Unde

Exchange Details Total Lines: 0 Line Number: none  Vendor Customer: none  Legal Name: none
2nd Party Accounting Total Lines: 0 Line none Line Amount: none
Posting Total Lines: 0 Posting Line: none
[ copy | | vaidate | | E2 submt | | [ Discar | & print | | Processing ~ | | workfow = | | Fie | | 3 close |

C. Navigate to the Exchange Details component.

1. On the left side of the screen, click the Open Document Navigator arrow.

2. Inthe Document Navigator Panel, click Exchange Details.

WAFIS Jump to] IET g\ﬂ @ Home SO personaize (] Accessiaty g AppHep . About | [©]

Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Exchange Transaction(lET) | Dept: 107 1D: 150404000028 VWer.: 1 Function: New Phase: Draft -

Document Navigator : i | i I - - =

Header

Exchange Details Line Number Vendor Customer Legal Name Line Amount Event Type
2nd Parly Accounting From 0 to 0 Total: 0
Posting

= List View

(e CIEIRLi Tkl Il 2nd Parly Information | 1st Parly Reference | 1st Parly Fund Accounting | 1st Parly Detail Accounting | 1st Parly Service Dates

Event Type: & Bank: 4|
Accounting Template: &
Line Amount:

Calculated Amount:

E:-:-{Insertl‘lewLirE‘ E.mncmmmﬂ @Ennwimarin‘ |

[ copy | [ vaidate | | £3 submit| | [ iscard | & Print | | Procsssing ™ | | workiow = | | Fie | | 3 Giose |

D. Complete the Exchange Details component of the document.
1. Inthe Exchange Details component, click the Insert New Line button.

2. Onthe General Information tab, in the Event Type field, enter INO4.
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3. Inthe Line Amount field, enter $500.

WAFIS Jump to; IET & eo] | PHome P personaize (X Accossivity [g] Apntep . About | [

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Exchange Transaction(lET) | Dept: 107 1D: 150404000028 Ver.: 1 Function: New Phase: Draft -

Document Navigator
Header
Exchange Details Line Number Vendor Customer Legal Mame Line Amount Event Type
] 0 i}
2nd Party Accounting
Posting From 1 to 1 Total: 1 Gotaine:[_ ] Go]

= List View

[ EN LT BTG 2nd Party Information | 1st Party Reference | 1st Party Fund Accounting | 1st Parly Detail Accounting | 1st Party Service Dates y - |

Event Type: |04 & Bank: &
Accounting Template: |
Line Amount: | 500] %

Calculated Amount:

ﬁsave‘ 15 u.-m| Ecmnmm| E.qlrmrthpiﬂdLhE| E4 Edit with Grid

@(;opy| vmm‘gj&m‘ I}Discan:.| @le|Prwessing' Wurkﬂuw'l Fie ™ a(}lcse‘

Click the 1* Party Fund Accounting tab.
In the Fund field, enter AD4204.

In the Department field, enter ADA.
In the Unit field, enter 2700.

In the Appr Unit field, enter AD43001.

O O N O U A

. In the Revenue field, enter 4346.

%AFIS Jump fo; ET 3|ﬂ P tiome 2 Personaize () Accessivity 5] AppHeln . Avout| (U]

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable
Document Navigator
Header
T Line Number Vendor Customer Legal Name Line Amount Event Type
) [} )
2nd Party Accounting
Posting From 1 1o 1 Totak 1 Go toline: Dﬂ
= List View
General Information | 2nd Party Information | 1st Party Reference REGERVIZINGEGTin W st Party Detail Accounting | 1st Party Service Dates ﬂ
Fund: | AD4204 & Object: 4| OBSA: &*|
Sub Fund: & Sub Object; & Sub OBSA: &
Department: | ADA & Revenue: 4345 & Dept Object: &
Unit: & Sub Revenue: a&| Dept Revenue: &
Sub Unit: &*| BSA: 4|
Appr Unit: | AD43001 & Sub BSA: &
ﬁsave| L] umu| Ecmnmm‘ qunsert(}np'edune‘ %Enitwimcrin|
@cnpy| vmm‘§§w| |}Discarﬁ‘ @Pmt|Prooess'mg' Worlmuw"Fle' nclnse‘

10. Click the 1st Party Detail Accounting tab
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11. In the Task field, enter 800000.
12. In the Sub Task field, enter 850000.
%AFIS Jump to T 3|ﬂ P Home & Personalize (] Accessivity [ AppHelp . About | (U]

Weicome, Student 7 Procurement Budgefing Accounts Receivable Accounts Payable

Internal Exchange Transaction(lET) | Dept: 107 ID: 150404000028 WVer.: 1 Function: New Phase: Draft o
Document Navigator (5 Excl Detail — _ -
Header
TS Line Number Vendor Customer Legal Name Line Amount Event Type .
) By
2nd Parly Accounfing
Posting From 1 to 1 Total: 1 Gomi"e:l:lﬂ
= LstView
General Information | 2nd Party Information | 1st Party Reference | 1st Party Fund Accounting [IREEELEEETELITILTE 15t Parly Service Dates F <]
Location: & Reporting: & Major Program:
Sub Location: a&| Sub Reporting: & Program: &)
Activity: @ Task: [goooon |4 Phase: &
Sub Activity: | Sub Task: 350000 |4 Program Period: &
Function: & Task Order: &
Sub Function: a&|
Hl save | % undo | | [E4 insert Hew Line | | [Eq Insert Gopied Line | | 5 Edi wilh Grid
@oopy| vmte‘Ejsmm| |}Discarﬁ‘ @Fmt|Pmoess'mg' Worlmuw"Fle' Ezunse|

E. Navigate to and complete the 2" Party Accounting component of the document.
1. Inthe Document Navigator Panel, click 2™ Party Accounting.
2. Inthe Accounting component, click the Insert New Line button.
3. Inthe Line Amount field, enter $500.
S AFIS dumpto] €7 (@[ co] | P rome ¥ personaize ) Accostmty [ pprep . avout | [T

Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Exchange Transaction(lET) Dept: 107 ID: 150404000028 Ver.: 1 Function: New Phase: Draft -

Document Navigator - = = = =
Header
i i ~
BT Line Number Line Amount Event Type ‘ ﬁ
0 B
2nd Party Accounting
: Go
R From 1 1o 1 Total: 1 ot line: DJ
= List View
[ R Wbl | References | Fund Accounting | Detail Accounting || Service Dates ﬂ
Event Type: Budget FY:
Accounting Template: 3| Fiscal Year:
Line Description: Period:
Bank: 4|
Billing Profile:
Line Amount: | 500 x AR Dept:
PY Accrual/Clearing %: AR Unit:
v
Central Statement BPRO:
ﬁ5ave| 1 umo| E!=-<hsertuewme| qunsen(medurﬁ‘ B Edit with Grid
@c.npy| Vai:lale|§§5mnil‘ &D‘m-ard| &Pmt||=mum|gv kaﬂuw'l File = Egc.lu:m|

4. Click the Fund Accounting tab.

5. Inthe Department field, enter the data from your student data card.
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6. Inthe Object field, enter 6251.

%AFIS Jump o ET ﬁ\ﬂ @ tome & Personaize () Accessivity [ Appten § . About| [G]

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Exchange Transaction(lET) | Dept: 107 ID: 150404000023 Ver.: 1 Function: New Phase: Draft -

Document Navigator x andp A - - - = =
Header
Exchange Detais Line Number Line Amount Event Type =5
e—— [] B
2nd Party Accounting
Posting From 1 to 1 Total: 1 Gotoline: Dﬂ
= List View
General Information | References WENUEXSINIGIE Detail Accounting | Service Dates y < |
Fund: & Object: 6251 & OBSA: &
Sub Fund: & Sub Object: & Sub OBSA: &
Department: | 107 & Revenue: & Dept Object: |
Unit: a&| Sub Revenue: & Dept Revenue: a&|
Sub Unit: 4| BSA: &*|
Appr Unit; & Sub BSA: &+
Hsava‘ 15 Unﬂn‘ Eqmnm«vuﬂ E.‘mnc.npimuﬂ @Ennwimerin‘
@Wy‘ Vainate|Ejsmm| Buiscam| @Pri\t‘PrnDessi’\g' Wormmv| Fie ™ Eiaose|

7. Click the Detail Accounting Tab

8. Inthe Function field, enter the data from your student data card.

%AFIS Jump to; ET i\ﬂ @Hu’me ﬁPersunalze @Awessibih,' EAppHelp f“ About @

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Exchange Transaction(lET) Dept: 107 ID: 150404000028 Ver.: 1 Function: New Phase: Draft -

Document Navigator

Header
EEiTrelE=n Line Number Line Amount Event Type
P —— 0 ]
2nd Party Accounting
B From 1 to 1 Total; 1 Gumine_l:lﬂ
= List View
General Information || References | Fund Accounting [MESETFAITINIVE Service Dates n
Location: 3\ Reporting: £| Major Program:
Sub Location: & Sub Reporting: & Program: &
Activity: & Task: & Phase: &
Sub Activity: & Sub Task: & Program Period: &
Function: 1075205 x |48 Task Order: &
Sub Function: &+
Fl save || 55 undo | | B4inseritiew Line | [Eqinsert Copied Line | | B Edit with Gria
B(}npy‘ Vaime|§js.|m| &mm| @Pmt|Prm\gv Wunmuw"Fle' ﬂc.lns.e|

F. Check the IET document for errors and submit it.

1. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again. If the validation is successful, the following message is displayed in
the upper left corner of the screen: “Document validated successfully.”
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2. Click the Submit button to submit the document for approval. If the submission is
successful, the following message is displayed in the upper left corner of the screen:
“Document submitted successfully - Pending Approval.”

3. Click Close to return to the Document Catalog.

4. Click Home in the Primary Navigation Panel to return to the Home Page.

6.5. Research Updates Made by Internal Exchange Transactions

The Accounting Journal (JACTG) query page is the main source of detailed transaction data. Users can
navigate to the Accounting Journal by using the Jump to field in the Primary Navigation Panel, or the
Page Search feature on the Secondary Navigation Panel. The Accounting Journal search feature enables
users to narrow down the list of documents displayed. Once the document is located, the information
can be reviewed for accuracy.

6.6. Cancel an Internal Exchange Transaction

When an Internal Exchange Transfer document has been completed incorrectly, there are several ways
to correct the error depending on which document method was used and where in the workflow the
transaction currently sits.

Examples

When using the Internal Exchange Transaction document to complete a transfer:

The reviewer/approver discovers errors in the pending IET document
The IET document is rejected

w N e

It returns to the workflow for editing and resubmission
4. The IET is resubmitted for approval
When an IET transaction has been completed and approved, but needs to be cancelled:

1. The IET document is opened
2. The IET document is discarded
3. A Cancellation Draft is created to cancel out the previous document
4. The Cancellation Draft is submitted and approved
When an IET transaction has been completed and approved, but needs to be fully or partially reversed:

A new IET document is created
Fund Accounting information is reversed
Appropriate amounts are entered to fully or partially reverse the error

el

The new IET document is submitted and approved
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Lesson Summary

In this lesson, you:

Identified the State workflow process for Internal Exchange Transaction documents
Examined the Internal Exchange Transaction document

Created an Internal Exchange Transaction document

Researched the updates made by the Internal Exchange Transaction document

Cancelled an Internal Exchange Transaction document

Check Your Progress

1. The IET document is created by multiple departments who each enter their own information.

a. True

b. False

2. All of the following are components of an IET document except

82

a. Header
b. Vendor
c. Posting

d. 2™ Party Accounting



AFIS | General Accounting

7. INTER-AGENCY TRANSFER

Learning Objectives

In this lesson, you will:

= |dentify the State workflow process for Inter-Agency Transfer Expenditure documents
= Examine the Inter-Agency Transfer Expenditure documents

= Create an Internal Transaction Initiator document

= Create an Internal Transaction Agreement document

= Research the updates made by the Inter-Agency Transfer Expenditure documents

= Review the Inter-Agency Transfer Operating documents

= Review the Inter-Agency Transfer Balance Sheet documents

=  Cancel an Inter-Agency Transfer Expenditure document

Lesson Overview

A transfer of funds between agencies can begin with or without the creation of an encumbrance
document. If no encumbrance is needed, the process begins with the creation of an Internal Transaction
Initiator (ITI) document which is then copied forward to an Internal Transaction Agreement (ITA)
document. If an Internal Purchase Order (IPO) has been created, it can then be used as a reference
document for an Inter-Agency Transfer Expenditure. This process uses a two-document method that
involves the first department creating an Internal Transaction Initiator (ITI) document that references
the IPO, followed by the creation of an Internal Transaction Agreement (ITA) document that allows the
second department to view and accept the amount billed/paid, the COA elements, and amount being
transferred.

7.1. State Workflow Approval Process Overview

This is a State designed process. Your department may have different requirements. This process is
referenced in GL-TB-003 and represented by Figure 5 below.

1. The initiating department of the exchange transaction determines whether an internal
encumbrance is needed based on the Appropriation Type. If needed, an internal
encumbrance transaction should be created as documented in GL-TB-001. Once this
document has been created, the end user creates an Internal Transaction Initiator (ITl)
document that can reference the encumbrance transaction. The ITI establishes the
relationship to the Sending side of the transaction and the funding stream.
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The initiating department is responsible for review and approval of the ITI document. If the
document is setup incorrectly, the approver may reject the document back to Step 1. If the
review finds the document information complete, then proceed to Step 3.

The final approver in the process approves the transaction and the document is submitted
to final status and updates the appropriate Accounting Journals and Budget
Structures/Inquires. No debits and credits occur upon the submission of the document.
The initiating department opens the previously processed ITI transaction and copies forward
the transaction to an Internal Transaction Agreement (ITA) document. Information from the
ITI (sending department) is brought into the ITA document to shorten data entry
requirements.

The sending department updates the ITA document with receiving Chart of Accounts
information for processing; this could be expenditure or revenue related funding stream
information.

The sending department is responsible for review and approval of the transaction. If the
transaction is setup incorrectly, the approver may reject the transaction back to Step 5. If
the review finds the document information complete, then proceed to Step 7.

The final approver in the process approves the transaction and the document is submitted
to final status and updates the appropriate Accounting Journals and Budget
Structures/Inquiries. The reference encumbrance transaction is liquidated.

If the document needs to be rejected entirely and the entire process cancelled, then the
user should also notify the initiator department to create a cancellation version of the ITI
transaction.

Figure 5: Workflow Process Diagram for ITI/ITA Documents (GL-TB-003)

Initiator Party

Step 4.

?

Department Approved? e Copy Forward to ITA
Approvers

2nd Party

Appropriation
Fund and
> $1,000

Yes

¥

GLCOA-TB-001
Create IPO

Step 5
Update ITA Step 6 Step 7
Document and Department Approved? Yes», Update
Submit Approvers Accounting
Journal
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7.2. Internal Transaction Initiator and Agreement Document
Components

The two documents used to complete this internal transaction method are the Internal Transaction
Initiator (ITI) and the Internal Transaction Agreement (ITA).

Internal Transaction Initiator

The first document in the Internal Transaction two-document method is the Internal Transaction
Initiator (ITI) document. The Figure 6 below illustrates the structure of the three components in the ITI
document.

Figure 6: ITI Document Component Structure

Header
Vendor

Accounting
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Internal Transaction Initiator Header

The Header component of the ITI document contains information that applies to the entire document.
The General Information tab is the only tab that requires user input. The General Information tab has
fields for reporting description and date information, as well as selecting the Initiator of the two
document transaction method. The date fields, Record date, Budget FY, Fiscal Year, and Period, can
either be entered by the user or allowed to default if left blank.

MAFIS Jump to IET $|ﬂ P ome 2 personaize () Accessivity | AppHeip S Abaut [Z]

Procurement Budgeting Accounts Receivable Accounts Payable

RO ENGD I 15t Party Information || Extended Description | Document Information

Document Name: Initiator: | Fr

Delivery Date:

Record Date: E
ecord Date: 10/07/2014 Additional Information:

Budget FY: 2015

Fiscal Year: 2015
Period: 4

Document Description: instructor

Document Amount: $500.00

Cloged Amount: $0.00

Closed Date:
Vendor Total Lines: 1 Vendor Line: 1 Vendor Ci Legal Name:
Accounting Total Lines: 1 ing Line: 1 Line 5500.00
Ed|'t| @c.npy| E'.‘.c.opyFomaru| |}Discam‘ @Print| ing ~ WDmv\Flev E3 ciose

Internal Transaction Initiator Vendor
The Vendor component on the ITI document will not be used and requires no data entry by the user.
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Internal Transaction Initiator Accounting

The Accounting component contains tabs for collecting the COA information for the document initiator.
In this component, the General Information, Reference, Fund Accounting, and Detail Accounting tabs
are available. An Accounting Template or Function can be used on the Accounting component to infer
the COA elements on the Fund Accounting and Detail Accounting tabs. An Event Type must also be
selected on the Accounting line.

WAFIS Jump to IET &\ﬂ @Hume e&F‘erscmaize @Accessiniw @AppHelp f’ About @

Welcome, Student 7 Procurement Budgefing Accounts Receivable Accounts Payable

Internal Transaction Initiator(ITl) | Dept: 100 ID: 141007000022 Ver.: 1 Function: New Phase: Final -
Header
Vendor Total Lines: 1 Vendor Line: 1  Vendor C Legal Name:
% il il il il -.';h
Accounting Line Line Amount Event Type Closed Date ~
1 5$500.00 IND4
From 1 1o 1 Total 1 Gotoline:| | Go
= List View
[ E Okl Reference | Fund Accounting | Detail Accounting ﬂ
Y Event Type: ND4 $| Budget FY: 2015
Accounting Template: ﬁ\ Fiscal Year: 2015
Description: Period: 4
Bank: BKDI &
Service From:
Line Amount: $500.00 Service To:
Closed Date: Billing Profile: v
AD Dons.
& Ed'rl| Ehcupy| E'.‘.cupyFumam‘ &Discam| @Print| Processing ™ Wurmuwv| File ™ Eiause|

Internal Transaction Initiator - Event Types
The available Event Types for the ITI document are:

= [NZ1 - Expenditure Transfer

= |NZ2 - Revenue Transfer

= |NZ3 - Expenditure to Revenue Transfer

Internal Transaction Agreement

The second document in the Internal Transaction two-document method is the Internal Transaction
Agreement (ITA) document. This document is created by using Copy Forward from an Internal
Transaction Initiator document. The Figure 7 below illustrates the structure of the four components in
the ITA document.
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Figure 7: ITA Document Component Structure
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Internal Transaction Agreement Header

The Header component of the ITA document contains information that applies to the entire document.
The information on this component needs to be reviewed for accuracy but should not be modified. If
errors are present, the document must be discarded and the ITl corrected in order to create a new ITA
document.

#[co]  PrHome S Porsondize (¥ Accessiity [ Appte - About | [Z]

Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Jump to: 'ET

Wiew Al 1 of 2 | @ This posting is not allowed by BFY Profie A, stage 3 (A2079)
Internal Transaction AgreememlﬂA)| Dept: 100 1D: 141007000022 WVer: 1 Function: New Phase: Final |E|
_ﬁ
= List View
[ I G EVGOM| 1st Party Information | Extended Description | Document Information
Document Name:
Delivery Date:
Record Date: Additional information:
Document Description: Instructor Test
\ Actual Amount: $500.00
Initiator Reference Total Lines: 1 Vendor Line: 1
2nd Party Accounting Total Lines: 1 Line 1 Line $500.00
Posting Total Lines: 3 Posting Line: 1
|G ean || [ copy || 5 copyForwar | [ Discara | | & Pt | | ing ~ | | Workiow = | | Fie = | | B3 close |
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Internal Transaction Agreement Initiator Reference
The Initiator Reference component contains the information copied forward from the ITI document and
should not be changed. If errors are present, the document must be discarded and the ITI corrected in

order to create a new ITA document.

MAFIS Jump to] IET 3\@ {® Home 2 Personaize @) Accessivity [g] AppHelp % About| (]

Procurement Budgefing Accounts Receivable Accounts Payable

Weicome, Student 7
Wiew All1 of 2 | @ This posting is not allowed by BFY Profile A, stage 3 (42079)

lnterndTmn:amionAqmemenﬂWA}‘ Dept: 100 1D: 141007000022 Ver: 1 Function: New Phase: Final |E|

| Header
Initiator Doc Dept Initiator Doc 1D Initiator Vendor Line Initiator Accounting Line Line Amount Event Type ID

1 1 $500.00 INO4

Go to fine: D@

Vendor Line Initiator Doc Code
1 m 100 141007000023

From 1 to 1 Total: 1

= List View

LT Y E Wl General Information | 2nd Party Information | 1st Party Reference | 1st Party Fund Accounting || 15t Party Detail Accounting | 1st Parly Service Dates

Initiator Doc Code: m Initiator Vendor Line: 1

Initiator Doc Dept: 100 Initiator Accounting Line: 1

Initiator Doc ID: 141007000023

2nd Party Accounting Total Lines: 1 Line 1 Line $500.00 =]
Posting Total Lines: 3 Posting Line: 1 =]
[55-eat] [ conr | [ cony Farwars | [ Disemra] [ 81 print | | Processing ~ | | workfow ~ | | Fie ~ | | £ cose |
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Internal Transaction Agreement 2" Party Accounting

The 2™ Party Accounting component contains tabs for collecting the information for the 2™ Party in the
transaction. In this component, the General Information, Reference, Fund Accounting, and Detail
Accounting tabs are available. An Event Type must be selected on the General Information tab.

WAFIS Jump to: 'ET ﬁ\ﬂ @ Home ﬁper‘sunalze @Awessibity @App Help T About @

Procurement Budgeting Accounts Receivable Accounts Payable

Weilcome, Student 7
Wiew All1 of 2 | @ This posting is not allowed by BFY Profile A, stage 3 (A2079)

Internal Transaction Anreementﬂ'TA)| Dept: 100 1D: 14 Ver:1 F ion: New  Phase: Final | =
Header
Initiator Reference Total Lines: 1 Vendor Line: 1
Line Number Line Amount Event Type ~
1 $500.00 INO4
From 1 to 1 Total: 1 Gnmine:D Go
= Lst View
(e BRI G kel Reference | Fund Accounting | Detail Accounting | Semwvice Dates ﬂ
¥
Event Type: o4 $| Budget FY: 2015
Accounting Template: ﬁ\ Fiscal Year: 2015
Line Description: Period: 4
Bank: BK01 |
Billing Profile:
Line Amount: £500.00 AR Dept:
v
PY Accrual/Clearing %: AR Unit:
Posting Total Lines: 3 Posting Line: 1
Em|@c.npy| E'.;c.npyromaru| |}n'umru| @Prht‘Prmsig' Wurkﬂnw'|FIe' Bc.lnse|

Internal Transaction Agreement - Event Types
The available Event Types for the ITA document are:

= [NZ1 - Expenditure Transfer
= [NZ2 - Revenue Transfer (Residual Equity)

= |NZ3 - Expenditure to Revenue Transfer

An Accounting Template or Function can be used on the Accounting component to infer the COA
elements on the Fund Accounting and Detail Accounting tabs.

91



Internal Transaction Agreement Posting
The Posting line does not require data entry by the user. It displays information that is gathered from

AFIS | General Accounting

the other components of the document. Posting lines contain a summary of the Function, and

Debit/Credit posting codes and amounts contained in the Internal Transaction Agreement. The Eye icon
on the right displays the details for each posting line, reflecting the General Information, Fund
Accounting, and Detail Accounting for the Internal Transaction Agreement.

GAFIS

Jump to IET

Procurement

&\ﬂ @Hume e&F‘erscmaize @Accessiniw @AppHelp f’ About

Accounts Receivable

Budgeting

Accounts Payable

Wiew Al of 2 | @ This posting is not allowed by BFY Profile A, stage 3 (A2079)
Internal Transaction Agreement(\TA}‘ Dept: 100 ID: 141007000022 Ver: 1 Function: New Phase: Final =
Header
Initiator Reference Total Lings: 1 Vendor Line: 1
2nd Party Accounting Total Lines: 1 Line Number: 1 Line Amount: $500.00
%‘ il i il =hi;h
Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
Lo P00 Res Encumbrance $500.00
1 Liquidation POOS Encumbrance $500.00 -
A0 Cash $500.00
a
2 Hon-Standard RO24 Internal CR $500.00
D025 Internal CE $500.00
an
3 Hon-Standard A1 cash $500.00
From 1 {0 3 Total 3 Go fo line: |:| Ge
l
[ Edit | [% copy | ("% Copy Forward ‘ [$ Discard | =) Print | Processing ~ Wurkl'luw'| Fie~ | [EJ Close |

7.3. Internal Transaction Initiator and Agreement Data Entry

The data entry process for the Internal Transaction Initiator and Agreement documents requires only
that each department enter their own information. This method is used when one party is not able to
enter the information for both parties in the transaction.

Internal Transaction Initiator
The Internal Transaction Initiator (ITlI) document has three components and requires data entry on two

of them, the Header and the Accounting components.

Header
In the Header component General Information tab users will need to enter the date and initiator
information.

= Record Date — Enter a date or allow the system to default during document submission

= Budget FY — Enter a year or allow the system to default based on the Record Date
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=  Fiscal Year — Enter a year or allow the system to default based on the Record Date
= Period — Enter a valid value or allow the system to default based on the Record Date
= |Initiator — Select either Provider/Seller or Receiver/Buyer. This field tells the nature of the 1st

party and determines which party’s information is required on the ITI document.

Vendor
The Vendor component on the ITI document will not be used and requires no data entry by the user.

Accounting

The Accounting component contains information that pertains to the initiator party in the transaction.
Users must first insert a line and then complete the required fields on the General Information and Fund
Accounting tabs.

Accounting — General Information
The required fields on the General Information tab are:

= Event Type — Enter an appropriate Event Type or select one from the pick list
= Line Amount — Enter an amount for the current line

The other fields on the General Information tab are optional, and include description and date
information. This tab is also where the user can select an Accounting Template which will infer COA
elements on the Fund Accounting and/or Detail Accounting tabs.

Accounting — Fund Accounting
The required fields on the Fund Accounting tab are:

*=  Fund - Enter the Fund code

= Department — Enter the Department code

= Unit — Enter the Department Unit

= Appr Unit — Enter the Appropriation Unit code

=  Object — This field is conditionally required based on the Initiator or Event Type entered

= Revenue - This field is conditionally required based on the Initiator or Event Type entered

The other fields on the Fund Accounting tab are optional but may be used to further identify the COA
elements on the transaction.

Accounting — Detail Accounting

All of the fields on the Detail Accounting tab are optional; however the Function field can be used to
infer the necessary COA elements.

Internal Transaction Agreement

The Internal Transaction Agreement (ITA) document has four components but only requires data entry
on one of them, the 2™ Party Accounting component. The other components need to be reviewed for
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accuracy and if errors are found, then the ITA document must be discarded and recreated once the ITI
document is corrected.

Header
The Header component of the ITA should be reviewed for accuracy, but users should not enter or
change any data in this component.

= Record Date — Enter a date or allow the system to default during document submission
= Budget FY — Enter a year or allow the system to default based on the Record Date
= Fiscal Year — Enter a year or allow the system to default based on the Record Date

=  Period — Enter a valid value or allow the system to default based on the Record Date

Initiator Reference
The Initiator Reference contains the information copied forward from the ITI document which should be
reviewed for accuracy, but users should not enter or change any data in this component.

2" Party Accounting

The 2™ Party Accounting component contains information that pertains to the 2™ party in the
transaction. Users must first insert a line and then complete the required fields on the General
Information and Fund Accounting tabs.

Accounting — General Information
The required fields on the General Information tab are:

= Event Type — Enter an appropriate Event Type or select one from the pick list
= Line Amount — Enter an amount for the current line

The other fields on the General Information tab are optional, and include description and date
information. This tab is also where the user can select an Accounting Template which will infer COA
elements on the Fund Accounting and/or Detail Accounting tabs.

Accounting — Fund Accounting
The required fields on the Fund Accounting tab are:

*=  Fund - Enter the Fund code

= Department — Enter the Department code

= Appr Unit — Enter the Appropriation Unit code

= Unit - Enter the Department Unit code

=  Object — This field is conditionally required based on the Initiator or Event Type entered

= Revenue - This field is conditionally required based on the Initiator or Event Type entered

The other fields on the Fund Accounting tab are optional but may be used to further identify the COA
elements on the transaction.
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Accounting — Detail Accounting
All of the fields on the Detail Accounting tab are optional, however the Function field can be used to
infer the necessary COA elements.

Posting
The Posting line does not require data entry by the user, it displays information that is gathered from
the other components of the document.

7.4. Create an Internal Transaction Initiator Document

Internal Transaction Initiator (ITI) and Internal Transaction Agreement (ITA) documents are created by
using application pages stored in the Document Catalog or by using the Copy Forward feature from a
reference document such as an encumbrance. When using Copy Forward, information from the source
document populates the new document. It is the responsibility of the initiating department to create,
submit, and approve the ITI document and then Copy Forward to the ITA document. Once the ITA
document has been created, the initiating department should contact the sending department to make
them aware of the need to process and approve the ITA document.

AcTivity 7.4
Create an Internal Transaction Initiator Document and Copy Forward to an
Internal Transaction Agreement Document

Scenario

You have received a request to create an Internal Transaction Initiator (ITI) document and, once it is
approved, Copy Forward to an Internal Transaction Agreement (ITA) document and notify the Seller
department of its creation. This two-document method will liquidate an encumbrance.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Locate the IPO document to reference.
1. Inthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.
3. Inthe Code field, enter IPO.
4. Inthe Dept. field, enter the data from your student data card.
5

In the ID field, enter the data from your student data card.
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Click Browse.
In the scalar, click the ID link for the IPO document. The IPO document opens.

Review the IPO document, then click Close.

w K N

Click Home in the Primary Navigation Panel to return to the Home Page.

B. Create the ITI document.
1. Inthe Secondary Navigation Panel, click Search.
Click Document Catalog.
In the Code field, enter ITI.

2
3
4. Inthe Dept. field, enter the data from your student data card.
5. Select the Auto Numbering check box.

6

Click Create. The new ITI document opens on the Header component.

%AFIS Jump to] ET [ co| | Wrome ¥ personaize @) Accessivity [5] AppHep T About | (]
Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable
Internal Transaction Initiator(ITl) Dept: 107 ID: 150404000024 Ver.: 1 Function: New Phase: Draft - L7 =
_ﬁ
= LstView | A

(L ENNTGL BTG 15t Party Information | Extended Description | Document Information

Document Name: Initiator: IProviderrSeler e
Delivery Date:
Record Date:

Additional Information:
Budget FY:

Fiscal Year:

Period:

Document Description:

Document Amount: $0.00

Closed Amount: 50.00

Closed Date: N

H save | 5§ Undo |
Vendor Tofal Lines: 1 Vendor Line: 1 Vendor Ci - Legal Name: |
Accounting Total Lines: 1 ing Line: 1 _Line Amount: $0.00 |
[ Copy | Vaidate | | £1 suomit | | ¢ Discard | & print | | Processing ~ | | workfiow | | Fie~ | | B3 lose |

C. Complete the Header component of the ITI document.
1. On the General Information tab, in the Initiator field, select Provider/Seller.
2. Inthe Record Date field, select today’s date.

D. Complete the Accounting component of the document.
1. Click the Accounting component at the bottom of the screen.

2. Inthe General Information tab, in the Event Type field, enter INZ3.
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3. Inthe Line Amount field, enter 500.

%AFIS Jump to] ET 3\@ P Home ¥ Personaize (Y] Accessivity [g] Apptielp . About | (B

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Header
Vendor Total Lines: 1 Vendor Line: 1 Vendor C Legal Name:

Accounting Line Line Amount Event Type Closed Date ~
1 50.00

From 1 to 1 Total: 1 Go to line: D@

= List View
[ G E Ol Reference | Fund Accounting | Detail Accounting a
W Event Type: | o | Budget FY:
Accounting Template: $| Fiscal Year:
Description: Pencd
Bank: &
Service From:
Line Amount: | 500| * Service To: v
Fl save | 5 undo | | EA Edit with Grid | |
[ copy | | [ vaidate || E3 subma | | [k Discara | | & print | | Processing ~ | [ warkfiow ~ | [ Fie ~ | | E3 ciose |

4. Click the Fund Accounting tab.
5. Inthe Department field, enter ADA.
6. Inthe Revenue field, enter 4346.

WAFIS Jump tof [ET A 60| | @B Home 2 personalice Q) Accessiiity [ Apptep . Avout| (]

‘Weicome, Student 7

Procurement Budgeting Accounts Receivable Accounts Payable

Vendor Total Lines: 1 Vendor Line: 1 Vendor C Legal Name:

Accounting Line Line Amount Event Type Closed Date ~

From 1 to 1 Total: 1 Go to line: D@

= Ust View
General Information | Reference Detail Accounting |
" Fund: | Object: 4| oBsA: &
Sub Fund: & Sub Object: & Sub OBSA: &
Department: ADA & Revenue: | 4345| & Dept Object: &
Unit: & Sub Revenue: & Dept Revenue: &
Sub Unit: & BSA: &
Appr Unit: 4| Sub BSA: 4| v
| save || 5 undo| | EX Edtwitn Grid | |
L0 copy| | voiate | | £ suoms| | (5% wscara | 8 pomi | [processing ~ | | ortow | Fie ~ | |3 close |

7. Click the Detail Accounting tab.

97



AFIS | General Accounting

8. In the Function field, enter Motor12345.

WAFIS Jump o IET & co] PHome o2 Personalice @) Accessiiity [ Apptep . Avout | (]

‘Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Transaction Initiator(ITl) Dept: 107 ID: 150404000024 Ver.: 1 Function: New Phase: Draft -
Header
Vendor Total Lines: 1  Vendor Line: 1 Vendor C Legal Name:

Accounting Line Line Amount Event Type Closed Date ~

From 1 to 1 Total: 1 Go to line: I:l Go

List View
General Information | Reference | Fund Accounting |[ESETRYLIILITN] |

Location: & Reporting: & Major Program:
Sub Location: & Sub Reporting: & Program: &
Activity: | Task: | Phase: &
Sub Activity: | Sub Task: | Program Period: &
Function: MOTOR12345) x A&/ Task Order: 2|
v
Sub Function: QI
H Save| o Undo| E4 Edit with Grid ‘
[ copy | vaidate | | £9 suomt | | B¢ Discard | & print | | Processing = | | workfiow ~ | [ Fie | | E3 ciose |

E. Check the ITI document for errors and submit it.

1. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again. If the validation is successful, the following message is displayed in
the upper left corner of the screen: “Document validated successfully.”

Write down the Document ID #

2
3. Click the Submit button.
4. Click Close to return to the Document Catalog.
5. Click Home to return to the Home Page.
F. Use the Document Catalog to search for and open the Final ITI document.
1. Inthe Secondary Navigation Panel, click Search.
Click Document Catalog.
In the Code field, enter ITI.

2
3
4. Inthe Dept field, enter the data from your student data card.
5. Inthe ID field, enter the document ID from E. Step 2.

6

Click Browse.
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In the scalar, select the Final phase ITI document. The ITI document opens.

S AFIS

Welcome, Student 7

Training - Financial

Message Center

Jump 1o 'ET

Procurement

Document Catalog

Budgeting

A co| | Prome B personaize QN Accessivity [B] Apptien T About | ]

Accounts Receivable

Accounts Payable

Create &bk
B EImEL = Document Identifier
Page Search Code: | ] unit:
Document Catalog Dept.: 197 D :

Report Search

History b User Information

Favorites b Document State

Administration
Browse Clear

Action Maru

Open Validate Submit Copy

Code Dept. Unit ]

Oom 107
First Prev Next Last

Comments Version Function Phase Status Date UserID Amount Active

150404000024 Mo 1 Hew Final  Submitted 4/4/15 Studeni7 350000 Yes

Menu

G. Create the ITA document using Copy Forward from the ITI.
1.

In the ITI document, click Copy Forward.

WAFIS

Welcome, Student 7

Jump to; 'ET

[ co] | P rome P personsize (X Accessoity [g] Appticp . About| [T

Accounts Recemvable

Procurement Budgeting

Accounts Payable

Internal Transaction Initiator(ITl) | Dept: 107  I1D: 150404000024 Ver.: 1 Function: New Phase: Final -
_ﬁ
= List View
[ RGN BT 1St Party Information | Extended Description | Document Information
Document Name: Initiator: | Provider/Seller
Delivery Date:
Record Date: | 0410412015 Additional Information:
Budget FY: 2015
Fiscal Year: 2015
Period: 10
¥
Document Description:
Document Amount: $500.00
Closed Amount: $0.00
Cloged Date:
Vendor Total Lines: 1 Vendor Line: 1 Vendor C Legal Name:
Accounting Total Lines: 1 Line: 1 Line Amount: $500.00
[ Edi| | (% copy | | P CopyForwara | | G Discard | & print | | Processing ~ | | Workfiow | | Fie~ | | 3 close |

2. On the Copy Forward screen, in the Doc Department Code field, enter the data from your
student data card.

3. Select the Auto Numbering check box.
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4. Select the Target Doc Type of ITA.
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SGAFIS

‘Weicome, Student 7
Training - Financial
Message Center

[E] Search

Jump to; [ET

Procurement Budgeting

B[ co| | P Home P rpersonaize @) Accessioity g Apptep T avout| [F]

Accounis Receivable Accounts Payable

i

From Document

Page Search Category : T Doc Dept: 157
Document Catalog Type: m Do Unit :
Code : ID': 1504040000
Reporl Search il 1 24
Select Entire Document : Version: q
History
Favorites To Document
Doc. Department Code : 107 Document Id :
Administration
Unit Code : Auto Numbering :
4 Target Doc Type Target Doc Code Description
v MA A Create ITA from M

First Prev Next Last

5. ClickO

6. Write down this Document ID. #

K. The ITA document opens.

SAFIS

Jump to;| 'ET

Procurement Budgeting

#[eo|  Prome S rersonsize Q) Accessivity | Apptiep . About| [T

Accounis Payable

Accounts Receivable

‘Weicome, Student 7
Internal Transaction Agreement(ITA) Dept: 107 ID: 150404000024 Ver: 1 Function: New Phase: Draft -

1st Party Information | Extended Description | Document Information

General Information

Document Name: Initiator:

Delivery Date:
Record Date: . N "
Additional information:

Document Description:

Actual Amount: $0.00

ﬁsava‘ 55 Unde

Initiator Reference Total Lines: 1 Vendor Line: 1
2nd Party Accounting Total Lines: 0 Line Number: none  Line Amount: none
Posting Total Lines: 0 Posting Line: none
@Gwy‘ Vainate|§§&mnit‘ &Discarﬁ‘ @Print|Prooessingv Worlmuw"Fle' naose|

7. Click Close. This leaves the ITA document in the Draft phase.

8. Click Home in the Primary Navigation Panel to return to the Home Page.
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7.5. Create an Internal Transaction Agreement Document

The two-document method continues with the completion of the Internal Transaction Agreement (ITA)
document.

AcTivity 7.5
Complete and Submit the Internal Transaction Agreement Document

Scenario
You have received a request to complete and submit an Internal Transaction Agreement (ITA) document

to process an inter-agency transfer of funds.

Setup
v' User is logged into the AFIS Home Page.

Steps

A. Use the Document Catalog to search for and open the ITA document.
1. Inthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.
3. Inthe Dept field, enter the data from your student data card.
4

In the ID field, enter the Document ID written down from activity 7.4.

%AFIS Jump to: ﬁ'ﬂ mHnme (}’Persnnalize @Accessimlm |EAppHelp f’ About

Procurement Budgeting Accounts Receivable Accounts Payable

Document Catalog

Training - Financial

Message Center

Create &k
El Search + Document Identifier
Page Search Code : [ra ﬂ Unit :
Document Catalog Dept.: 1p7 ID:
Report Search
History b User Information
Favorites b Document State

Administration
Browse Clear

Open Validate Submit Copy

Code Dept. Unit v} Comments WVersion Function Phase Status Date UserlD Amount Active

D mA 107 150404000024 No 1 New Draft Held 414115 Student? $0.00 Yes
First Prev Next Last

Menu

5. Click Browse.
6. Inthe scalar, click the ID link of the ITA document. The ITA document opens.
B. Review the information that was copied forward from the ITI document.

1. Observe the information on the Header component of the ITA document.
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2. Click the Initiator Reference component.

3. Observe the information in the Initiator Reference component.

wAFIs Jump o El@ P tome 9 Personaize () Accessivity g AppHelp . About| [O]

Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounis Payable

Internal Transaction Agreement(ITA) Dept: 107 ID: 150404000024 Ver.: 1 Function: New Phase: Draft El

| Header |
Vendor Line Initiator Doc Code Initiator Doc Dept Initiator Doc 1D Initiator Vendor Line Initiator Accounting Line Line Amount Event Type ID
1 m 107 150404000024 1 1 S500.00 INO4 o)
From 1 1o 1 Total 1 Gototne:|_ || Go]
= List View
[WLEGIIE G Wl General Information | 2nd Party Information | 1st Party Reference | 1st Party Fund Accounting | 1st Party Detail Accounting | 1st Party Service Dates a
Initiator Doc Code: | M Initiator Vendor Line: | 1
b
Initiator Doc Dept: 107 Initiator Accounting Line: 1
Initiator Doc ID: | 150404000024
| save || % undo | | B4 insert New Line | [Eq Insert Copied Line | | B4 Edit with Grid
2nd Party Accounting Total Lines: 0 Line none  Line Amount: none |
Posting Total Lines: 0 Posting Line: none |
| copy | |E1 vaidate || £3 suomt | |G iscard | | & print ] | Procassing | | workdiow ~ | | Fie ~ | | 3 ciose |

4. Click the Edit button at the bottom of the screen.

C. Complete the 2" Party Accounting component.
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1. Click the 2" Party Accounting component.
2. Click the Insert New Line button.

3. Inthe Line Amount field, enter 500.

%AFIS Jump to: & 60| | @B Home 2 rpersonaize Q) Accessivity [ Apptel . About| (Z

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Transaction Agreement(ITA) | Dept: 107 ID: 150404000024 Ver: 1 Function: New Phase: Draft El
Header
Initiator Reference Total Lines: 1 Vendor Line: 1
— ~
= List View
[ AT B | Reference | Fund Accounting | Detail Accounting | Service Dates ﬂ
Event Type: &*| Budget FY:
Accounting Template: & Fiscal Year:
Line Description: R
b Bank: | &
Billing Profile:
Line Amount: | 500 AR Dept:
PY AccrualiClearing %: AR Unit:
Central Statement BPRO:
v
Fl seve | 5 Undo | | B insert ew Line | | [Binsert Copied Line | i Edit with Grid I
Posting Total Lines: 0 Posting Line: none 2]
[[h copy | [ vadate || E3 suomt| | [G Discard | [ @ Pt | [ Processing = | [ workfiow = | [Fie = | [ B3 close |

4. Click on the Reference tab.
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5. In the Reference Doc Code field, enter IPO.

6. Inthe Reference Doc Dept field, enter the data from your student data card.
7. Inthe Reference Doc ID field, enter the data from your student data card.

8. Inthe Reference Vendor line field, enter 1.

9. Inthe Reference Accounting line field, enter 1.

10. In the Reference type field, select Partial.
WAFIS — ﬁwﬂ @ Home 2 Personaize (] Accessivity

Welcome, Student 7 Procurement Budgeting Accounts Receivable

@‘\DDHEID f’ About |G}

Accounts Payable

Internal Transaction Agreement(ITA) Dept: 107 ID: 150404000024 Ver: 1 Function: New Phase: Draft -
Header
Initiator Reference Total Lines: 1 Vendor Line: 1
Line Number Line Amount Event Type
o 50.00 ]
From 1 1o 1 Total: 1 Gotatne|_||Go
= List View
General Information Reference Fund Accounting | Detail Accounting | Semwice Dates ﬂ
.
I Ref Doc Code: | IPO Ref Vendor Line: |1 Debt ID: &
Ref Doc Dept: | 107 Ref Accounting Line: | 1
RefDocID: STUT7 7.4 Ref Type: IPartia\ ~

Fl save | 5 undo | | B4 inserttiewLine | [E4inserl Copied Line | | E4 Edit wilh Grid
Posting Tofal Lines: 0 Posting Line: none |

[ Copy | vaidate | | €1 suomit| | G Discard | & Print | | Processing ~ | | orkiiow ~ | | Fie ~ | | 3 Close |

D. Check the ITA document for errors and submit it.

1. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again. If the validation is successful, the following message is displayed in
the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button.
3. Click Close to return to the Document Catalog.

4. Click Home in the Primary Navigation Panel to return to the Home Page.

7.6. Research Updates Made by Inter-Agency Transfer Expenditures

The Accounting Journal (JACTG) query page is the main source of detailed transaction data. Users can
navigate to the Accounting Journal by using the Jump to field in the Primary Navigation Panel, or the
Page Search feature on the Secondary Navigation Panel. The Accounting Journal search feature enables
users to narrow down the list of documents displayed. Once the document is located, the information
can be reviewed for accuracy.
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7.7. Inter-Agency Transfer Operating

A non-revenue transfer that moves funds between operating accounts uses a variation of the Internal
Exchange documents, called the Internal Transaction Initiator Operating (ITIOP) document and the
Internal Transaction Agreement Operating (ITAOP) document. The State workflow process is the same
as the process for standard ITI and ITA documents (GL-TB-003). On the ITIOP and ITAOP documents the
default Event Type will be different which will tell the system that these documents are processing an
Operating transfer.

The available Event Types for the ITIOP and ITAOP documents are:

= |NZ1 - Expenditure Transfer
= |INZ2 - Revenue Transfer (Residual Equity)

= |NZ3 - Expenditure to Revenue Transfer

7.8. Inter-Agency Transfer Balance Sheet

A non-revenue transfer that moves funds between Balance Sheet accounts uses a variation of the
Internal Exchange documents, called the Internal Transaction Initiator Balance Sheet (ITIBS) and the
Internal Transaction Agreement Balance Sheet (ITABS) document. These documents are based on the
standard ITI and ITA documents but the workflow approval process ends with the General Accounting
Office.

The available Event Types for the ITIBS and ITABS documents are:

= INZ4 - Asset Transfer

= |NZ5 - Liability Transfer

= |NZ6 - Asset to Liability Transfer

= INZ7 - Liability to Revenue Transfer
= INZ8 - Asset to Revenue Transfer

= |NZ9 - Asset to Expenditure Transfer

= |NZO - Liability to Expenditure Transfer

State Process Overview

This is a State designed process. Your department may have different requirements. This process is
similar to the process referenced in GL-TB-004 and represented by Figure 8 below.

1. The end user creates an ITIBS transaction. The ITIBS is the initiator transaction.
2. Theinitiating department is responsible for review and approval of the transaction. If the
transaction is setup incorrectly, the approver may reject the transaction back to Step 1 of
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the process. If the review and approval finds the document information complete, then
proceed to Step 3.

3. The final approver in the process approves the transaction and the document is submitted
to final status and updates the appropriate Accounting Journals and Budget
Structures/Inquiries. No debits and credits occur upon the submission of the document.

4. The initiating department opens the previously processed ITIBS transaction and copies
forward the transaction to an ITABS document. Information from the ITIBS (sending
department) information is brought into the ITABS document to shorten data entry
requirements.

5. The sending department updates the ITABS document with receiving Chart of Accounts
related information. This will be balance sheet related Chart of Accounting information.

6. The sending department is responsible for review and approval of the transaction. If the
transaction is setup incorrectly, the approver may reject the transaction back to Step 5 of
the process. If the document needs to be rejected entirely and the entire process cancelled,
then the user should also notify the Initiator department to create a cancellation version of
the ITIBS transaction. If the review and approval finds the document information complete,
then proceed to Step 7.

7. The General Accounting Office will be the final approver of an Internal Balance Sheet
Account transfer transaction. If the document needs to be rejected entirely and the entire
process cancelled, then the user should also notify the Initiator department to create a
cancellation version of the ITI transaction.

8. The final approver in the process (GAO) approves the transaction and the document is
submitted to final status and updates the appropriate Accounting Journals and Cash Balance
inquiries.
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Figure 8: Workflow Process Diagram for ITIBS/ITABS Documents (GL-TB-004)
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7.9. Cancel an Inter-Agency Transfer Expenditure

If errors are made or discovered in the document creation or review process, the document can be
cancelled or returned for correction depending on where in the approval process the document is.
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Example

When using the two-document method to complete a transfer:

The second party discovers errors in the received pending ITA document
The ITA document is rejected

The ITI document must be cancelled

The initiating party creates a new ITI document

The new ITI document is copied forward to a new ITA document

ok wnN R

The new ITA document is submitted for approval

Lesson Summary

In this lesson, you:

= |dentified the State workflow process for Inter-Agency Transfer Expenditure documents
= Examined the Inter-Agency Transfer Expenditure documents

= Created an Internal Transaction Initiator document

= Created an Internal Transaction Agreement document

= Researched the updates made by the Inter-Agency Transfer Expenditure documents

= Reviewed the Inter-Agency Transfer Operating documents

= Reviewed the Inter-Agency Transfer Balance Sheet documents

= Cancelled an Inter-Agency Transfer Expenditure document

Check Your Progress

1. The Tl and ITA documents are completed by the same user.

a. True

b. False

2. Internal transactions can be processed

a. Between departments
b. Within departments
c. Between States

d. Bothaandb

e. None of the above
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8. BATCH PROCESSING OVERVIEW

Learning Objectives

In this lesson, you will:

= Review the Fiscal Year table
= Review the Accounting Period table
= Examine the open activity processes

= Examine the available batch and chain jobs

Lesson Overview

The General Accounting Office is responsible for managing system-wide settings that determine what
happens to accounting transactions at the end of a Fiscal Year or Accounting Period. This lesson reviews
the Open Activity management processes in AFIS as well as some of the available batch jobs and chain
jobs that handle offline processing.

8.1. Fiscal Year

The Fiscal Year (FY) table is used to establish and verify the valid fiscal years and budget fiscal years in
AFIS. All transactions and processes must be executed within a valid year. Verification of the fiscal year
used on a transaction not only ensures a valid fiscal year is entered on transactions but also that the
year is open for transactions.

MAFIS Jump to:; Y ﬁlﬂ @Hume ﬁl’ersunalze @ACCEESIDIIM E,ApuHelp T About

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Training - Financial Fiscal Year

Message Center Menu Back
[E] Search
Fiscal Year EndDate Closed Archived Closing Process Run
Page Search
- 1980 06/30/1980 Yes No Yes
Document Catalog
1991 06/30/1981 es No Yes
REFTUEEE 1982 06/30/1992 Yes Mo Yes
History 1993 06/30/1993 Yes No Yes
Favorites 1994  06/30/1994 Yes No Tes

First Prev Next Last
Administration Pl e

Save Undo Delete Insert Copy Paste Search

4 *Fiscal Year : |1ggq
End Date : ngiania00  |[]

Closed :
Archived: ]

Closing Process Run :

Soft Close

Each fiscal year record on the FY table is defined by the year and the end date. When the fiscal year is
closed to further activity, the Closed check box needs to be checked, either manually or by the offline
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closing process. This type of close is called a “soft” close. Once a fiscal year has been marked as closed,
only document codes that are both marked Soft Close Override Allowed on the Document Control
(DCTRL) table and processed by users with appropriate override authority are accepted by the system.

Hard Close

For a fiscal year record on the FY table, the Close Process Run check box is checked only by the offline
closing process. This type of close is called a “hard” close. Once a fiscal year has been marked as Close
Process Run, only document codes that are both marked Hard Close Override Allowed on the Document
Control (DCTRL) table and processed by users with appropriate override authority are accepted by the
system.

8.2. Accounting Period

The Accounting Period (APD) table is used to establish, maintain, and validate accounting periods used
in AFIS. Valid accounting periods can be defined for each fiscal year. The APD table can also be used to
provide period-end, period closing, and adjustment information that effects transaction processing. The
APD table must be updated before beginning a new fiscal year.

For each defined accounting period on the APD table, the following fields are available:

=  Fiscal Year — Enter or use the pick list to select a valid value from the Fiscal Year (FY) table
= Period — Enter the identification number associated with the period within a fiscal year

= Quarter — Enter the fiscal quarter within which this accounting period is defined, there are four
quarters in a fiscal year

= Name — A field for a user defined name associated with the accounting period; should be
descriptive since it is used in reporting

= End Date — Enter the last calendar date of the accounting period

= Adjustment Period — A check box that, when checked, indicates that the accounting period is to
be used for end-of-the-year adjustments

= Closed — A check box that, when checked, indicates that the accounting period is closed to
further activity; also known as a soft close

= Closing Process Run — A Yes/No field that is only set to Yes by the offline closing process. When
set to Yes, it indicates that the Closing Process has been successfully run against the accounting
period; this is also knows as a hard close

8.3. Open Activity Processes

Certain types of open accounting activity need to be addressed at fiscal year-end. One reason for this is
that such activity would be selected by the Annual Close process and closed out as a nominal account. In
the case of a real account, the activity would be rolled forward into the new year. Open encumbrances
using budgets that are expiring will be lapsed at the end of the fiscal year. For example, annual (Type 1)
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appropriations will lapse at the end of each year, while other multi-year appropriations will not lapse
until the end of the final year of the budget.

Encumbrances that do not lapse will not be rolled forward to the new budget fiscal year (BFY). Instead,
they will be tracked using the original budget fiscal year (BFY) and continue to match the BFY of the
associated budget.

Accounting Based Document Lapse

When accounting documents, such as General Accounting Pre-Encumbrance (GAP) and General
Accounting Expenditure (GAX) documents, are lapsed, an Accounting Based Document Lapse (ABDL)
document is created with a zero-dollar final reference to close out the remaining open balance. This way
the original line amount is retained on the document when activity is lapsed.

The ABDL Document Code contains the same sections and fields as the General Accounting Pre
Encumbrance (GAP) Document Code and contains most of the same fields and sections as the General
Accounting Expenditure (GAX) Document Code. However, the ABDL document should only be created by
the Open Activity Lapse chain job is run in Update mode.

Roll/Lapse Detail Pre-Selection

The Roll/Lapse Detail Pre-Selection (RLPSD) page identifies each selected open accounting line found
when the Open Activity Roll, Open Activity and Budget Roll, or Open Activity Lapse chain jobs are runin
Pre-Selection mode.

There are two fields that allow user interaction. The Approved check box indicates if a pre-selected
record is approved for roll, lapse, or accrual. The Action drop-down menu has four choices: Roll, Lapse,
Accrue, and No Action. For the Roll, Lapse, and Accrue actions, an offline batch program is run to
process the activity. If No Action is selected the record will not be picked up by any of the offline batch
programs.

Roll/Lapse Summary Pre-Selection

The Roll/Lapse Summary Pre-Selection (RLPSS) page is a summary query of the RLPSD page that
simplifies the process of approving or unapproving all of the accounting lines on the RLPSD for a given
document at one time for one of the four actions: Roll, Lapse, Accrue, and No Action.

The RLPSS page data consists of a link to open and review the document as well as summary amounts
that give a total closed and total open for all selected accounting lines of a document. When all
accounting lines for a document on the RLPSD page have the Selected Date field populated, the RLPSD
Closed Amount Sum and RLPSD Open Amount Sum columns on the RLPSS display $0.00 which means
that there is nothing left to Roll, Lapse, or Accrue. The Lines Processed column will also read “All” in this
situation.
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Open Activity Options by Department

The Open Activity Options by Department (OAOD) page and batch job by the same name can be
combined to perform a change to the Action and Approved fields on the Roll/Lapse Pre-Selection pages

for multiple combinations of department and document codes.

8.4. Batch Processing

Batch jobs and chain jobs are offline automated processes that perform a high volume of tasks

efficiently and accurately. There are several batch jobs available in the General Accounting area. Each of

the batch jobs has a defined purpose and should be run as required by the General Accounting Office.

Table 8 below lists the batch jobs that are available along with a description of the job’s function.

Table 8: General Accounting Batch Jobs with Descriptions

Job Name

Description

Bank Account Balance
(ABAL)

Updates the Bank Account Balance (ABAL) page with a day’s worth of
increases and decreases to cash, outstanding disbursements, and
outstanding deposits

Begin Day Balance Batch

Increments the Application Date forward to signify the completion of a
nightly cycle

Cash and Fund Balance
Sync Process

Synchronizes the data involved with Cash and Fund Balance tracking
with data recorded from document processing when a discrepancy is
reported by the System Assurance 2 report or other diagnostic report

Open Activity Roll Update

Only run automatically by the Open Activity Roll and Open Activity and
Budget Roll chain jobs to load document modifications

Open Activity Options by
Department

Uses the data setup on the Open Activity Options by Department page
to make changes to Roll/Lapse Pre Selection Detail records

Populate FY Beginning
Balance

Runs after an Annual Close and a running of the Ledger Engine batch
job to ledgerize the journal records from Annual Close

Batch jobs are processed and reviewed by navigating to the Job Manager using Page Search.

In the Secondary Navigation Panel, click Search.

Click the Job Manager link. The Job Manager opens in a new window.
In the Job Manager Secondary Navigation Panel, click Financial.

Steps
1.
2. Click Page Search.
3. Inthe Page Code field, enter BATRUN.
4. Click Browse.
5.
6.
7. Click General Accounting.
8. Click Batch Jobs.
9.

Click the desired batch job. The Job Summary or Report Summary window will display.

111



Chain Jobs

AFIS | General Accounting

Chain jobs are also managed using the Job Manager. Table 9 below lists the chain jobs that handle
General Accounting annual closing processes along with a description of the job’s function.

Table 9: General Accounting Chain Jobs with Descriptions

Job Name

Description

Annual Close

Facilitates movement of nominal and real account balances from an
accounting fiscal year that is being closed to the subsequent
accounting fiscal year

Open Activity Lapse

One of three chain jobs used in the maintenance of open activity at
the close of a year. This job closes out the activity in the old year with
a referencing document that only liquidates the activity

Open Activity Roll

One of three chain jobs used in the maintenance of open activity at
the close of a year. This job can either take the open activity in the old
BFY and FY forward into the next year or accrue the activity with a
document modification

Open Activity and Budget
Roll

One of three chain jobs used in the maintenance of open activity at

the close of a year. This job takes the activity in the previous budget
fiscal year forward into the next year with a document modification,
while also reverting and carrying forward budget authority to cover

the rolled accounting activity

Pre Annual Close Sweep

Reads a specified input ledger for accounting activity in a prior fiscal
year which should be swept out of that year and into the subsequent
fiscal year before an Annual Close is performed against the prior year.
During the sweep, the chain job creates Journal Voucher (JV)
documents.

Automated Accrual
Process

Creates documents for payments made in the current year with
services dates that spanned into the prior year. The prior year portion
of accrued expenditures, according to those service dates, is removed
from the current year and booked into the prior year

Automated Accrual
Clearing Process

Creates documents for disbursements and internal cash expenditures
with service dates that spanned into the prior year. The prior year
portion of the cash expenditure, according to those service dates, is
removed from the current year and booked into the prior year. If there
was a prior year accrual, that is reversed.
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Lesson Summary

In this lesson, you:

=  Review the Fiscal Year table
= Review the Accounting Period table
= Examine the open activity processes

= Examine the available batch and chain jobs

Check Your Progress

1. All documents of the same document type must be either lapsed or rolled, they cannot be

separated.
a. True
b. False

2. Batch jobs can be run

a. By Department managers
b. By the General Accounting Office
c. Automatically

d. Bothbandc
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9. BUDGET FISCAL YEAR STAGING

Learning Objectives

In this lesson, you will:
= Review the Budget Fiscal Year Staging processes

Lesson Overview

The General Accounting Office is responsible for managing system-wide settings that determine what
can be processed in AFIS and when it can be processed. This lesson reviews the Budget Fiscal Year
Staging configuration process in AFIS.

9.1. Budget Fiscal Year Staging

Budget Fiscal Year Staging refers to the rules established in AFIS for when budget and accounting
documents with associated event types can be processed for a given budget fiscal year (BFY). During
each BFY, most State and Local government entities have a variety of processing rules that identify what
types of documents can be processed and when they can be processed.

The following terms are used in describing the functionality of BFY Staging:

=  Profile — A collection of BFY Staging rules that define what can happen in established segments
of time for documents and event types

=  Stage — A segment of time defined in a profile. Each profile will have at least one stage defined

= Profile Assignment — The definition of a BFY and one or more Chart of Accounts codes that will
use a profile. Assignments can use a wildcard value of ALL for COA codes
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Profiles are accessed by opening the Budget Fiscal Year Stage Profile Select (BYSTPFSL) table. On this
table, users can select and view an existing profile using the View BFY Staging Profile link or create a
new profile using the Add BFY Staging Profile link.

Welcome, Student 7

Training - Financial

Procurement Accounts Receivable

Budgeting

Budget Fiscal Year Staging Profile Select

Accounts Payable

Jump to] BYSTPFSL ﬁuﬂ P tome SO Personaize (Y] Accessibity | AppHelp . About

Message Center
[E] Search
Page Search

Document Catalog

Browse Clear
Staging Profile :
Staging Profile Name :

Report Search
Staging Profile Staging Profile Name

History

~ A Single Year Appropriations (Accounting Control Model A)

AL B Single Year Appropriations (Accounting Coentrol Medel B)
Administration c Confinuing Appropriati q fing Gontrol Model C)
o Multi Year Appropriations (Accounting Centrol Model D)

Copy  First Prev Next Last
o View BFY Staging Profile

T o Add BFY Staging Profie

Setup Tables
The BFY Staging Profile and BFY Stage Definition tables together make up the BFY Staging Profiles in
AFIS.

The BFY Staging Profile table consists of the first three sections in the BFY Staging Profile and these
contain the information used to define the profile, stages, and document events that are controlled by
the profile.

= Staging Profile Summary — Contains the summary information for the profile which includes the
unique identifier Staging Profile and the user-defined Staging Profile Name

= Stage Definition — Contains the stages for the selected profile along with their descriptions

= Document Events — Contains the rules that govern what activities are permissible for the
selected profile and stage combination
The BFY Stage Definition table consists of the last four sections (each section also has its own page code)
in the BFY Staging Profile: Spending, Revenue, Balance Sheet Account, and Non-Accounting. These
sections are used to view the profile assignments for all BFY Staging Profiles. If changes need to be
made, each of the stage definition tables can be accessed by clicking the links at the bottom of the page.

Jump to; BYSTFFSL ﬁ\ﬂ @Hume ﬁl’ersunaﬁze @Accessinﬁmf @,AppHeTp T About

Budgeting

SAFIS

Procurement Accounts Receivable

Accounts Payable
Close BFY Staging Profile

- Staging Profile Menu

Stage Definition Staging Profile Summary

Document Events Save Undo Delete Insert Copy Paste  First Prev Next Last

Spending *Staging Profile : »

Revenue *Staging Profile Name : single vear Appropriation

Balance Sheet % Select Another BFY Staging Profie

Non-Accounting o ling BFY Stage Definiit # Revenue BFY Stage Definiti ¥ Balance Sheet Account BFY Stage Definifions - Non-A fing BFY Stage Definii
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The BFY Stage Definition tables are listed in Table 10 below.

Table 10: BFY Stage Definition Tables

Page Code Table

BYSTDFSP Spending BFY Stage Definition

BYSTDFRV Revenue BFY Stage Definition

BYSTDFBS Balance Sheet Account BFY Stage Definition
BYSTDFNA Non-Accounting BFY Stage Definition

BFY Staging Profile

The first three sections that define the profile use filtering that only shows records on one section for
the selected record on a previous section. For example, the Document Events are only shown for the
selected Stage within a selected Profile.

Staging Profile Summary
The Staging Profile Summary section contains the following fields for user entry:
= Stage Profile — A required unique identifier assigned to the profile
= Stage Profile Name — A required text field that contains a name for the profile
Stage Definition
Each record in the Stage Definition section contains the following fields, only one requires user entry:
= Stage — A system generated unique identifier for a stage within a profile
= Description — A required text field that contains a name for the stage
Document Events
Each record (rule) in the Document Events section contains the following fields:
= Document Code — Requires a document code from the Document Control table
= Document Code Name — The name for the selected document code is inferred from the code

= Event Type — Requires an event type for the document code from the Allowable Event Types for
Document Code table

= Event Type Name — The event type name is inferred from the event type

= AFY versus BFY — Defines the relationship of Accounting Fiscal Year and Budget Fiscal Year that
will be allowed with the document code and event type combination

= Posting FY must be BFY — Restricted, must be the same. This is the default value
=  Posting FY must be greater than BFY — Restricted, must be greater
= Posting FY must be less than BFY — Restricted, must be less

=  Unrestricted — FY and BFY will not be evaluated for the BFY Staging rule
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= Referencing — Defines the referencing requirements of a document code and event type
combination. A Posting line that has a Line Function of Liquidation will not be evaluated against
this rule for the event type and document code being liquidated

= Required — A reference must be made with the document code and event type
combination that has a Reference Type of Partial, Final, or Inverse. A Reference Type
of Memo will not satisfy the rule

= Not Allowed — Only a reference to a document code and event type combination
that has a Reference Type of Memo or no Reference Type at all will be allowed. A
Reference Type of Partial, Final, or Inverse will not satisfy the rule

=  Unrestricted — The reference information will not be evaluated for the BFY Staging
rule. This is the default value

= Line Action — Defines the referencing requirements of a document code and event type
combination. Evaluation of this value uses the Account Type and Code Type fields for the
Posting line as shown in Table 11 to determine if it represents an increase or decrease for BFY

Staging

Table 11: Posting Line Action Increase or Decrease
Code Type Account Type | Debit Credit
Spending Increase Decrease
Revenue Decrease Increase
Balance Sheet Account | Asset Increase Decrease
Balance Sheet Account | Liability Decrease Increase
Balance Sheet Account | Equity Decrease Increase
Balance Sheet Account | Asset Offset Decrease Increase
None of the Above Increase Decrease

= |Increases Only — Only posting lines that are considered an increase are allowed
= Decreases Only — Only posting lines that are considered a decrease are allowed

=  Unrestricted — The line action information will not be evaluated for the BFY Staging
rule. This is the default value

= Liquidation Lines — A checkbox that, if checked, indicates the staging rule will only apply to a
liguidation posting line. This box should be checked when a staging rule should only apply to
liquidation posting lines and not to non-liquidation posting lines

BFY Stage Definition

Each of the four BFY Stage Definition pages: Spending, Revenue, Balance Sheet Account, and Non-
Accounting, contain the same three sections. These pages are used to define a combination of BFY and
COA elements available for a profile assignment as well as the stage start and end dates for each stage
in the profile assignment.
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Profile Assignments

The Profile Assignments section is used to assign a profile to a combination of BFY and COA elements.
For the COA elements, a value of ALL can be entered that stands for all values of the field including
blank. The following fields are available in the Profile Assignments section:

= Budget FY — Valid values must be defined on the Fiscal Year table or be 9999 for a multi-year
record

®*  Fund - Requires a valid value from the Fund table, or ALL

= Department — Requires a valid value from the Department table, or ALL

= Appr Unit — Only on the Spending table, requires a valid value from the Appropriation table, or
ALL

= Revenue - Only on the Revenue table, requires a valid value from the Revenue Source table, or
ALL

= BSA - Only on the Balance Sheet Account and Non-Accounting tables, requires a valid value
from the Balance Sheet Account table, or ALL

= Staging Profile — The profile, to which an assignment should follow, requires a valid profile value
from the Staging Profile Summary page. The value ALL is not allowed

=  Staging Profile Name — A text field for the name of the profile, inferred from the Staging Profile
entered

Stages

The Stages section is used to assign starting and ending dates to each stage in a profile. Stages are not
allowed to have a gap between the end date of one stage and the start date of the following stage. AFIS
will automatically adjust the dates for prior and subsequent stages based on the data entry for the
current stage. Most of the fields in this section are inferred from the selected Profile Assignment record.
The following fields require data entry:

= Stage Start Date — Defines the start date of the stage for the given profile

= Stage End Date — Defines the end date of the stage for the given profile. If the stage needs to
extend indefinitely, then the date selected should be far in the future

Document Events
The Document Events section does not require any data entry. It allows users to browse the various
rules defined for the selected profile and stage.

Lesson Summary

In this lesson, you:

= Reviewed the Budget Fiscal Year Staging processes
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Check Your Progress

1. BFY Staging Profiles require more than one stage.

a. True

b. False

2. Stages may start up to one week after the prior stage ends.

a. True

b. False
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GENERAL ACCOUNTING REPORTING

Learning Objectives

In this lesson, you will:

=  Review reports available in General Accounting

Lesson Overview

AFIS includes several reports for monitoring General Accounting.

10.1. Reports

The key reports needed to support the AFIS General Accounting business processes are listed below.

FIN-AZ-GA-N368 - Totals for all Revenue & Expenditure Transfers - This report displays all
Revenue & Expenditure Transfers by document, accounting period, department, fund

FIN-AZ-GA-N371 - Totals for Operating Transfers - This report displays all operating transfers by
document, department, fund class and fund

FIN-AZ-GA-N388 - Outstanding Open Items - Lists all Documents with an open balance by
Document Department and Document Code

FIN-AZ-GA-N457 - Open Transfers by Initiating Department - This report shows all open
transfers where ITl is Final and ITA has not been processed

FIN-AZ-GA-N389 - YTD Balance Sheet Detailed Transaction - This report contains the Detailed
General Ledger transactions, starting with beginning balance for the prompted fiscal year and
lists transactions through to the end of the prompted fiscal period. This report is cumulative

through APD "+[Accounting Period Prompt]+".

FIN-AZ-GA-N397 - Detailed Transaction Listing - The Report shows detailed journal accounting
transactions for a time range from Date to Date with a given Fiscal Year

Lesson Summary

In this lesson, you:
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Appendix

ANSWER KEYS
Lesson 2

1. b. False (Section 2 - Lesson Overview)

2. b. False (Section 2.1 — Posting Codes and Event Types)
3. c.Hard (Section 2.2 — Functions)

Lesson 3

1. a.True (Section 3.1 — Cash Balance)

2. d.Both a and c (Section 3.2 — FY Balance Sheet Detail)

Lesson 4

1. d. Activity (Section 4.1 — Decentralized COA codes)

Lesson 5

1. b. False (Section 5.2 — Vendor)

2. c. Records an Internal Encumbrance on funds (Lesson 5 overview)

Lesson 6

1. b. False (Section 6.3 - Data Entry)

2. b.Vendor (Section 6.2 - Internal Exchange Transaction Document Components)
Lesson 7

1. b. False (Section 7.1 - Figure 5)

2. d.Both aand b (Answer seems to be by omission of any restriction instead of a positive statement
that confirms both are allowed)

Lesson 9

1. b. False | was unable to find the appropriate reference point for this answer

2. d.Both b and c No direct info found to support answer B
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Lesson 10

1. b. False (Section 10.1. - Budget Fiscal Year Staging)

2. b. False (Section 10.1 — Stages)
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